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I. OBJECTIVES AND ORGANIZATION 
 
 A.  Purposes and Objectives 
 
 The latest statement of the purposes and objectives of Rensselaer 
Polytechnic Institute is as follows: 
 
 (1)  Rensselaer strives to provide educational programs of distinction at all 
academic levels in architecture, engineering, the humanities, management, science 
and the social sciences. 
 
 (2)  For this purpose its undergraduate curricula will provide a liberal 
education as well as a paraprofessionals component adequate to initiate a lifetime of 
continuing professional development. 
 
 Rensselaer considers paraprofessionals study to be an essential part of the 
total pattern of a liberal education.  By "paraprofessionals study" is meant the study 
in depth of a particular discipline, coupled with coordinated study in other closely 
related disciplines.  Such study is intended to lay the foundation for post-
baccalaureate education and for continuing professional development in a working 
situation. 
 
 Rensselaer believes that the purposes of a "liberal education" are:  to free 
the mind from bias and prejudice; to provide a broad base of knowledge and 
understanding of our culture; to enable the individual to communicate effectively 
and to understand the difficulties in communication between those of different 
cultures; to develop powers of evaluation of the social system and of judgment for 
action toward its improvement; to enrich the individual's life by developing respect 
for all aspects in our total culture. 
 
 (3) It provides post-baccalaureate programs in graduate, professional and 
continuing education set in an environment of research and of scientific and 
scholarly inquiry.  "Continuing education" refers to study by those who are no 
longer full-time students.  It may include degree programs, individual courses from 
such programs, or a variety of non-credit educational activities. 
 
 (4)  By these means Rensselaer attempts to develop broadly educated men 
and women who will be able to exert constructive leadership in society and to 
contribute to human welfare.  Both for enrichment of Rensselaer's life and for the 
greatest contribution to society, Rensselaer strives to draw students from a variety 
of geographical, ethnic, economic, and cultural backgrounds. 
 
 (5)  For these purposes Rensselaer strives continuously to attract and nurture a 
faculty of outstanding scholarship and teaching ability and will provide those material 
facilities and opportunities needed for optimal achievement and intellectual growth.  
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 (6)  It aspires to create a university environment that encourages professional, 
scientific, and aesthetic development, and recognizes the importance of the 
individual in the pursuit of his or her goals. 
 
 (7)  It shares talents and cultural life with the community and with 
neighboring institutions to the full extent compatible with Rensselaer's welfare.  
 
 (8)  Rensselaer's faculty, students, staff, and alumni are expected to make 
their appropriate contributions to the task of forwarding Rensselaer's aims.  
 
 (9)  Rensselaer hopes to exemplify in its own affairs the same sound 
principles of operating efficiency, humane relationships and forward planning as it 
teaches in its academic curricula.  
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 B.  University Organization 
 
   1. The Corporation and Board of Trustees 
 
 The corporation of Rensselaer Polytechnic Institute is governed by the board 
of trustees under the Act of Incorporation, March 21, 1826, and its amendments as 
adopted by the General Assembly of the State of New York.  The board is 
empowered to govern itself under its by-laws and to adopt regulations for the 
conduct of the university. 
 
 The board of trustees includes up to 34 members elected for terms of six 
years, and the mayor of Troy as a member ex-officio.  The board meets at the call of 
the chairperson of the board, holding at least four regular meetings during the year.   
 
   2. University Administration  
 
 The chief executive officer of the university is the president, who is assisted 
by key administrators in broad areas of university management. 
 
   3. Academic Affairs 
 
 The academic affairs of the university are directed by the dean of the 
faculty.  The deans of the school of architecture, school of engineering, school of 
humanities and social sciences, school of management, school of science, the 
graduate school, and undergraduate and continuing education and the chairpersons 
of the various academic departments and centers are responsible for the academic 
programs within their areas. 
 
 The Office of the Dean of the Faculty includes the dean of computing and 
information services, the dean of the graduate school, and the dean of 
undergraduate and continuing education. 
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   4. Affiliations 
 
    a. Hartford Graduate Center 
 
 The Hartford Graduate Center was established in 1955 to make it possible 
for engineers, scientists, and managers living in the Hartford area to continue their 
work while taking advanced studies needed in a rapidly changing and increasingly 
complex technology. Rensselaer Polytechnic Institute agreed to support such a 
graduate study program. 
 
 The Hartford Graduate Center has honored its commitment to serve the 
educational need of working professionals without compromising the high 
academic standards set by Rensselaer.  Applications for admission must meet 
Rensselaer standards.  The New England Association of Schools and Colleges and 
the Board of Governors for Higher Education in the State of Connecticut have 
accredited The Hartford Graduate Center. 
 
 A catalog describing the programs offered, tuition charges, and other 
information may be obtained by writing or calling the Office of Admissions, The 
Hartford Graduate Center 275 Windsor Street, Hartford, Connecticut 06129-2991 
(203-548-2420). 
 
    b. Hudson-Mohawk Association of Colleges  
    and Universities 
 
 Rensselaer students may take advantage of courses and educational facilities 
offered by any of the other institutions in the Hudson-Mohawk Association of 
Colleges and Universities.  This voluntary association was founded to support 
cooperative efforts by the members.  Their physical proximity permits faculty and 
student interchange, and engenders a sense of community among the separate 
institutions.  (For further information, contact the Registrar's Office or the Offices 
of the Association, 91 Fiddlers Lane, Latham, New York 12110.) 
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    c. Albany Medical College of Union University 
 
 A biomedical program leading to the B.S. degree from Rensselaer and the 
M.D. degree from Albany Medical College is provided in collaboration with the 
Albany Medical College of Union University.  In this program, work leading to the 
B.S. and M.D. degrees can be completed in six calendar years, including summers. 
 
 There is also an informal affiliation between Albany Medical College and 
the Department of Biomedical Engineering.  Through this affiliation, some 
Rensselaer faculty teach and, along with students, participate in biomedical 
engineering research projects at Albany Medical College.  Conversely, some staff 
members at the Albany Medical College are involved in teaching and research at 
Rensselaer, a few of whom have adjunct faculty appointments. 
 
    d. Albany Law School of Union University 
 
 Together with the Albany Law School of Union University, Rensselaer 
offers a unique opportunity for the student to acquire a sound education in both 
management and law.  Under this joint program, a qualified student can earn both 
the B.S. and J.D. degrees in six years rather than seven. 
 
 High academic standards, as prescribed by the two institutions, must be 
maintained to remain in the program.  A student may transfer from the 
management-law program to a regular four-year B.S. program at Rensselaer at any 
time. 
 
 A four-year program leading to Juris Doctor/Master of Business 
Administration (M.B.A.) is also offered. 
 
 e. University of Pennsylvania School of  
  Dental Medicine 
 
 A collaborative Biodental Program between Rensselaer and the University of 
Pennsylvania School of Dental Medicine leads to the B.S. degree in Biology from 
Rensselaer and the D.M.D. degree from Pennsylvania in a period of six calendar years, 
including summers.  Each year, a group of qualified high school seniors is selected for 
admission to this program on the basis of maturity, academic potential and motivation in 
terms of a career in dental medicine. 
 
  f. Pennsylvania College of Podiatric Medicine 
 
 In 1993, Rensselaer and the Pennsylvania College of Podiatric Medicine 
established the first six-year accelerated program in the nation leading to a B.S. degree in 
Biology from Rensselaer and a D.P.M. degree from Pennsylvania.  Admission to this 
accelerated program is limited to individuals who display the motivation, maturity, and 
intellectual capacity necessary to pursue the accelerated course of study. 
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 C. Faculty Organization 
 
  1. Faculty and Research Positions 
 
 Faculty positions are as follows:  professor, associate professor, assistant 
professor, instructor.  Research faculty positions are as follows:  research professor, 
research associate professor, research assistant professor.  Research positions are as 
follows:  research engineer, research scientist, research associate, research assistant, 
and postdoctoral associate. 
 
  2. The Schools 
 
 The faculty is organized into the schools of architecture, engineering, 
humanities and social sciences, management, and science.  Each school may be 
composed of several departments.   
 
 Departments not included within a particular school are: the Departments 
Aerospace Studies, Military Science, and Naval Science. 
 
 Individual schools have their own faculty groups and curriculum 
committees to deal with intra-school matters. 
 
  3. Faculty Meetings 
 
   a. Departmental Faculty Meetings 
 
 Departmental faculty meetings to consider general problems are held at the 
call of the respective chairperson or at the request of faculty members according to 
procedures established by each group. 
 
   b. School Faculty Meetings 
 
 School faculty meetings of the Schools of architecture, engineering, 
humanities and social sciences, management, and science to consider matters of 
concern to all departments of that school are held on the call of the dean of the 
school or upon request of their faculty members according to procedures 
established by each school. 
 
   c. University Faculty Meetings 
 
 The university faculty normally meets for two regularly scheduled meetings 
a year.  Special meetings may be called by the dean of the faculty or on petition to 
the dean of the faculty of ten members of the faculty.  The dean of the faculty 
presides over these meetings at which recommendations regarding the overall 
academic program of the university are made.  Special meetings of the faculty are 
also called by the faculty senate, in which case the faculty senate chairperson 
presides. 
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  4. The Faculty Senate 
 
 The faculty senate is the representative body of the Rensselaer faculty; it 
reports to the dean of the faculty.  The purposes and organization of the senate are 
reprinted in the constitution, given in section I-D. 
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 D. The Faculty Senate Constitution 
 

   
CONSTITUTION  

of the 
FACULTY SENATE 

 
I. Purpose 
 
 The Faculty Senate shall serve the Faculty on issues affecting the common 
purposes of Rensselaer Polytechnic Institute.  The Faculty’s role in the creation, 
understanding, and dissemination of knowledge is held in the highest esteem, and 
will not be abridged.  The Senate shall represent Faculty interests in the broader 
issues of education and research, including Curriculum, Promotion and Tenure, and 
Planning and Resources.  The Senate shall advise the President of the Institute and 
the Board of Trustees as to the Faculty views in all matters.  The resolutions of the 
Senate shall guide Rensselaer Polytechnic Institute in scholarly activities and 
instruction.  Important issues affecting the Faculty in general will be presented, with 
recommendations for action, at a general meeting of the Faculty each semester. 
 
II. Membership 
 
 A.  Personnel 
 
  i.  For the purposes of Senate business, the term “Faculty” includes 
persons having the title Professor, Associate Professor, Assistant Professor, 
Research Professor, Research Associate Professor, Research Assistant Professor,  
Senior Librarian, Associate Librarian, Assistant Librarian, Institute Archivist, and 
Assistant Archivist, and also includes those retired from these positions.  Persons 
having the title Dean, Associate Dean, Assistant Dean, Provost, Associate Provost 
or President are not eligible to hold a Senate office except as listed below.  If a 
person is appointed to a position having this title while holding a Senate office, he 
or she shall resign from the Senate office or delay accepting the administrative 
appointment. 
  ii.  The Faculty Senate shall consist of twelve regular members (to 
include one member from each School, one from the Library, and six members at 
large), a President of the Senate, a Vice President of the Senate, a Secretary, a 
Recording Secretary, a Chair of the Faculty, a Secretary of the Faculty, and the 
Chairs of three Special Committees.  The Dean of the Faculty shall also serve as an 
ex officio  non-voting member. 
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 B.  Succession 
 
 The Faculty shall elect from its ranks the regular members of the Senate to 
serve two-year terms.  Faculty shall also elect from its ranks the Vice President of 
the Senate and the Recording Secretary of the Senate.  The Vice President of the 
Senate shall succeed to the position of President of the Senate in the second year, 
and in the third year shall serve as the Chair of the Faculty.  The Recording 
Secretary of the Faculty shall succeed to the position of Secretary in the second 
year, and in the third year shall serve as the Secretary of the Faculty. 
 
III.   Structure 
 
 The Faculty Senate shall maintain an Executive Committee, a Curriculum 
Committee, a Promotion and Tenure Committee, a Planning and Resources 
Committee, an Election Committee, and standing committees. 
  
 A.  The Executive Committee 
 
  i.  Composition.  The Executive Committee shall consist of the 
President of the Senate, the Vice President, the Secretary of the Senate, the 
Recording Secretary of the Senate, the Chair of the Faculty, and the Secretary of the 
Faculty. 
  ii.  Duties.  The Executive Committee shall plan and coordinate the 
business of the Faculty Senate, to include scheduling meetings, preparing the 
agendas for Senate meetings and general Faculty meetings, and inviting appropriate 
interested parties to attend meetings. 
   a.  Duties of the President of the Senate.  The President of the 
Senate shall preside at meetings of the Faculty Senate.  The President of the Senate 
shall only cast a vote on issues before the Senate in the case of a tie vote.  The 
President of the Senate shall give a financial statement, including a report on 
transactions during the year, at the spring general Faculty meeting. 
   b.  Duties of the Vice President of the Senate.  The Vice 
President of the Senate shall assume the duties of the President of the Senate in case 
the President of the Senate shall be unable to do so.  The Vice President of the 
Senate shall act as Parliamentarian for the Faculty Senate. 
   c.  Duties of the Secretary.  The Secretary shall take the 
minutes of the general Faculty meetings, issue the agendas for general Faculty 
meetings, and distribute the minutes of these meetings with the minutes of the 
Faculty Senate.  The Secretary of the Senate shall be responsible for maintaining 
order in the records of academic policy approved by the Faculty and the records of 
the Faculty Senate business. 
   d.  Duties of the Recording Secretary.  The Recording 
Secretary shall take the minutes of the Faculty Senate, issue the agendas for Senate 
meetings, and distribute the minutes to the general Faculty. 
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   e.  Duties of the Chair of the Faculty.  The Chair of the 
Faculty shall preside at the general Faculty meetings.  The Chair of the Faculty shall 
provide a written report annually on the state of the Institute from the Faculty 
perspective.  The Chair of the Faculty shall serve  as a member of the Faculty 
Senate, and shall represent the views of the Faculty to the President of the Institute 
and to the President’s advisors. 
   f.  Duties of the Secretary of the Faculty.  The Secretary of 
the Faculty shall be responsible for conducting the annual review of the Faculty 
Handbook, and recommending changes to the Senate. The Secretary of the Faculty 
shall keep the Faculty roll.  The Secretary of the Faculty shall serve as a member of 
the Faculty Senate, and shall represent the views of the Faculty to the Academic 
Deans and their advisors. 
 
 B.  The Curriculum Committee 
 
 The educational offerings of the Faculty shall be of the highest quality, to 
inspire students, colleagues, and society in general toward the goals of lifetime 
learning and contributions to the common good.  To assure this quality, the 
Curriculum Committee shall take responsibility for the educational offerings of the 
Faculty. 
 
  i.  Composition.  The Faculty Committee on Curriculum shall consist 
of seven members of the Faculty, elected for three-year terms.  There shall be one 
representative from each School and two members at large.  There shall also be one 
representative from the Dean’s office for each School.  There shall also be two 
undergraduate student members, and one graduate student member selected by the 
Student Senate.  The Chair shall be selected from the elected members of the 
Committee by the Executive Committee.  Also, with the consent of the President of 
Rensselaer Polytechnic Institute, the Dean of Undergraduate and Continuing 
Education, the Associate Dean of the Graduate School, and the Registrar shall serve 
as ex officio  non-voting members; the Dean of Undergraduate and Continuing 
Education shall act as permanent Executive Secretary and the Registrar shall act as 
permanent Recording Secretary of the Curriculum Committee. 
  ii.  Duties.  The Curriculum Committee shall consider proposals for 
changes in courses of instruction, requirements for majors in each subject, for new 
curriculums, and changes or discontinuations in existing curriculums.  It shall 
determine that adequate provisions are made to inform faculty and students of any 
curriculum changes and their consequences.  The Committee shall consider 
proposals for changes in the Core Curriculum and make suitable recommendations 
to the Faculty for action at a general Faculty meeting.  The Committee shall 
encourage innovations in instruction and in pedagogical materials and media. 
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 Following appropriate review and approval by the Senate or the Faculty, 
decisions of the Committee to approve or terminate programs shall become binding 
with the approval of the President of the Institute.  The President of the Institute 
shall act with all deliberate speed either to approve the decision (and, as necessary, 
to request the approval of the Board of Trustees), or to convey a notice of rejection 
to the President of the Senate, giving cause for the rejection. 
 
 C.  The Promotion and Tenure Committee. 
 
 Attracting, developing, and maintaining high-quality Faculty is essential to 
the common purposes of Rensselaer Polytechnic Institute. 
 
  i.  Composition.  The Faculty Committee on Promotion and Tenure 
shall consist of eight Full Professors with Tenure serving three-year terms.  There 
shall be one member from each School and two members at large to be elected by 
the Faculty.  There shall be one member from each School and two members at 
large to be elected by the Faculty.  The two at-large members cannot be from the 
same School.  In addition, there shall be one member, a Full Professor with Tenure, 
who is elected annually by the Students during Grand Marshal Week.  The  Chair of 
the Promotion and Tenure Committee shall be selected from the elected members 
by the Executive Committee. 
  ii.  Duties.  Duties of the Promotion and Tenure Committee and 
criteria for promotion are specified in the Faculty Handbook. 
 
 D.  The Planning and Resources Committee. 
 
 In order to facilitate the educational and research missions of Rensselaer 
Polytechnic Institute, the Planning and Resources Committee shall participate in 
strategic planning and identifying necessary resources and facilities to achieve long-
term goals and ensure the fair and proper distribution thereof. 
  i.  Composition.  The Planning and Resources Committee shall 
consist of eight members of the Faculty, elected to three-year terms.  There shall be 
one faculty member from each School and three members at large.  The Chair shall 
be selected from the elected members by the Senate Executive Committee.  With 
the consent of the President  of  Rensselaer Polytechnic Institute, the Academic 
Deans (or their non-voting  designates) shall serve as ex officio   voting  members, 
and the Controller, the Director for Development, and the Director of Government 
Relations shall serve as ex officio  non-voting  members. 
  ii.  Duties.  The Committee shall review all proposals to approve new 
programs or to terminate existing programs that, due to their scale or uniqueness, 
bear substantial impact on the Institute community at large.  Following timely 
review and approval by the Senate or the Faculty, decisions of the Committee to 
endorse the creation of new programs or the termination of existing programs shall 
become binding with the approval of the President of the Institute. 
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The President of the Institute shall act with all deliberate speed either to approve the 
decision (and, as necessary, to request the approval of the Board of Trustees), or to 
convey a notice of rejection to the President of the Senate, giving cause for the 
rejection. 
 
 The Committee shall participate in the formation of the Institute budget and 
shall recommend Senate action concerning the endorsement of the final budget.  
During this process, any member of the Faculty shall have the opportunity to 
examine the budget and to raise questions about it. 
 
 E.  The Election Committee. 
 
  i.  Composition.  The Election Committee shall consist of the Vice 
President of the Senate, who shall act as the Chair of the Election Committee, six 
elected members of the Faculty (one from each School, and one from the Library), 
and the Dean of Undergraduate and Continuing Education. 
  ii.  Duties.  The Election Committee shall issue a public call for 
nominations and shall provide a slate of eligible Faculty willing to run in the 
election for the  positions to be filled on the Curriculum Committee, on the 
Promotion and Tenure Committee, on the Planning and Resources Committee, on 
the Election Committee, for Vice President of the Senate, for Recording Secretary 
of the Senate, and for the regular members of the Faculty Senate.  The  slate of 
nominees shall be sent to the Faculty at least one week before the Election.  Further 
nominations may be offered to the Election Committee in writing. 
 
 The Election Committee shall be responsible for seeing that any Faculty 
election is completed fairly and in a timely fashion. 
 
 F.  Standing Committees. 
 
 Faculty governance is a complex issue, and it is important to maintain 
flexibility in the actions of the governing body.  The Faculty Senate shall maintain 
standing committees from its membership as it sees fit.   These committees shall 
investigate issues involving education, research, the role of the faculty, and other 
issues as they arise. 
 
 G.  Institute-wide Committees. 
 
 Committees offer an efficient means of gathering information and 
conducting business on many issues.  However, Faculty time is valuable.  
Committees having insufficient power or reason for existence should not be formed, 
and committees having accomplished their business should cease to exist.  The 
Executive Committee shall facilitate and coordinate the appointment of Faculty to 
Institute-wide committees. The Executive Committee shall also conduct an annual 
review of the Institute-wide committees.  Upon the recommendation of the 
Executive Committee, the Senate shall renew the charge for each Institute-wide 
committee, or direct that it be disbanded. 
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IV. Elections 
 
 Election to the Senate shall be by ballot of the Faculty, as defined in Section 
II.A.i, during the Grand Marshal Week in the spring semester.  For the purpose of 
voting, an eligible voter must maintain an active campus mailing address at the 
Institute.  The role of eligible voters shall be maintained  by the Secretary of the 
Faculty.  The Election Committee shall conduct the election and report on it to the 
Senate at the first Senate meeting after the polls are closed. The Senate shall, by a 
majority vote of the members present and voting, accept the results of the election.  
In case two or more candidates receive the same number of votes in the election, the 
Senate shall vote by secret ballot to break the tie.  If the result of any contest in the 
election is not accepted by the Senate, the election to that contest shall be declared 
invalid, and the Election Committee shall, at the earliest possible opportunity, 
conduct a supplementary election to fill the positions for which the election was 
invalidated. 
 
 All duly elected members of the Faculty Senate and its Committees assume 
office at the end of the last regular Senate meeting during the semester in which the 
election is ratified, with the exception of the members of the Promotion and Tenure 
Committee, who shall take office at the beginning of the fall semester. 
 
 When an elected member or officer is unable to assume office or to 
complete a term, the  person will be replaced for the duration of that term by the 
next ranking nominee for that position in the last-held election.  If no ranking 
nominee is available to serve, the Senate shall either elect a replacement by majority 
vote, schedule a special election to elect a replacement, or allow the position to 
remain vacant until the next general Faculty Senate election; and a replacement for 
the duration of the term, if any, will be selected by ballot as part of the regular 
election process. 
 
V. Grievances 
 
 The Faculty Senate shall not act as a grievance body.  If general policy 
issues arise out of individual Faculty grievances, however, the Faculty Senate shall 
act in a constructive manner to assist Rensselaer Polytechnic Institute to develop 
policies that minimize future grievances. 
 
VI. Policies, Rules, and Procedures 
 The Faculty Senate shall initiate, study, and make recommendations for the 
benefit of the Faculty and Rensselaer Polytechnic Institute.  Matters will be debated 
and refined by the Senate.  Authority over all Senate business rests in the Faculty, 
and major actions affecting the Faculty shall be considered by the entire Faculty at 
General Faculty meetings.  The Senate shall communicate its deliberations to the 
Faculty through its Minutes.  Resolutions of the Senate shall reflect the wishes of 
the Faculty, and are intended to be implemented. 
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 A.  The Faculty Senate shall conduct its business according to The Standard 
Code of Parliamentary Procedure (Sturgis, 1988). 
 
 B.  The President of the Senate shall call an open meeting of the Senate at 
least once each month during the academic year.  All formal action taken by the 
Senate shall take place at open meetings previously announced to the Faculty. 
 
 C.  Ten members of the Senate shall constitute a quorum. 
 
 D.  Any member of the Faculty has the right to appear before the Senate at 
her or his request.  The Faculty member requesting the appearance may also request 
that it take place in closed session. 
 
 E.  A Senator or an Officer of the Senate can be recalled by a 2/3 vote of the 
Faculty.  In order to initiate such a vote, a petition with signatures of at least fifty 
(50) Faculty should be presented to the Senate.  The recall election shall be 
conducted by the Election Committee within three weeks of the submission of the 
petition. 
 
 F.  This Constitution may be amended by the following procedure: A 
Proposal for amendment must be circulated to the Faculty over the signatures of at 
least ten members of the Faculty at least thirty days before a general meeting of the 
Faculty at which the proposal will be discussed.  Voting shall be by mail ballot, 
conducted by the Secretary of the Senate.  Adoption of amendments requires a two-
thirds majority of those voting and subsequent endorsement by the President and the 
Board of Trustees.  No amendment to this Constitution shall be in disagreement 
with the Institute’s Acts of Incorporation or the Institute Bylaws. 
 
 G.  The Faculty Handbook shall be the Rules and Regulations of the Faculty.  
The Handbook shall be reviewed annually.  Handbook revisions require a majority 
vote of the Faculty Senate, approval of the Dean of the Faculty, and the concurrence 
of  the President of the Institute. 
 
VII. General Faculty Meetings 
 
 Issues of importance to the general Faculty should be brought before the 
Faculty at a  general meeting.  The Executive Committee shall call a regular 
meeting of the general Faculty each fall and spring.  An agenda for a regular 
meeting shall be prepared by the Executive Committee, with the advice of the 
Senate, and distributed to the Faculty one week before the meeting.  Each meeting 
shall include a report from the President of the Senate on Senate business and a 
report from the Chair of the Faculty on past and future issues affecting Faculty.  A 
quorum for the meetings shall consist of thirty Faculty.  The fall meeting shall 
include a report from the President of Rensselaer Polytechnic Institute, and the 
spring meeting shall include a report from the Dean of Faculty.  Minutes of the 
general Faculty meetings will be approved by the Faculty Senate for  accuracy and 
distributed  with Faculty Senate minutes. 
Issued 9-95 I-D-7 



HANDBOOK FOR ACADEMIC STAFF 
__________________________________________________________________ 

 Issues of pressing importance can be brought  before a special meeting of the 
general Faculty.  Special meetings of the Faculty can be called by the Executive 
Committee, or by a majority vote of the Senate, or  by petition from the general 
Faculty with thirty Faculty signatures. 
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II.  ACADEMIC APPOINTMENTS, LEAVES AND TERMINATION 
 
  A. Appointments 
 
 All appointments to the academic staff are made in the form of written 
agreements and must be made in accordance with the guidelines of August 1978 
approved by the board of trustees, the main features of which are described here. 
 
 No appointment will be offered until and unless the established procedures for 
implementation of Rensselaer's equal opportunity and affirmative action policy have 
been followed. 
 
 An official appointment must have been received by the individual before 
reporting for work.  The signed acceptance of this appointment and any necessary 
forms must have been received by the Institute before the individual reports for work. 
 
 Terms of service for academic personnel can be either on an academic year or 
fiscal year basis, depending upon the position. 
 
 Recommendation to the dean of the faculty for full-time faculty appointments 
should contain external references together with internal references, a biographical 
outline, and information concerning professional experience including scholarship 
and teaching.  Such recommendations must contain the appointee's proposed position 
and salary and written recommendations by the appropriate chairperson certifying 
faculty review and the results thereof and review by the dean. 
 
 The faculty committee on promotion and tenure (FCPT) reviews all initial 
appointments at the associate and full professor levels to insure that the individuals 
meet the criteria for their rank and tenure.  Initial appointments to chaired 
professorships must be reviewed by this committee for purpose of granting tenure 
only. 
 
 All tenure cases, all appointments and reappointments of more than one year for 
associate and full professors, and all promotions to associate or full professor must be 
approved by the board of trustees or its executive committee. 
 
 All full-time faculty and academic administrative appointments, 
reappointments, terminations and leaves must be reported to the board of trustees for 
ratification. 
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  1. Chaired Professorships 
 
 Chaired professor appointments are made by the dean of the faculty with the 
approval of the president and the board of trustees or its executive committee.  The 
chaired professors committee, consisting of the university's senior chaired professors, 
serves the dean of the faculty in an advisory capacity and is consulted in this matter.  
Appointments of new faculty to chaired professorships must be reviewed by the joint 
committee on promotion and tenure (JCPT) for purposes of granting tenure only. 
 
  2. Tenure-Track Faculty 
 
   a.  Professor and Associate Professor 
 
 Appointment to the rank of professor or associate professor is made by the 
dean of the faculty with the approval of the president and the board of trustees or its 
executive committee.  When such appointment is from outside the regular faculty, it 
is normally for an initial period of three academic years under an agreement between 
the individual and the university.  Appointments of new faculty to the rank of 
professor or associate professor must be reviewed by the faculty committee on 
promotion and tenure (FCPT) for purpose of rank and granting of tenure. 
 
 When such appointment is made from the regular staff of the university, it is 
for the term stated in the letter of appointment which will also state whether or not the 
appointment carries tenure, and if not, whether the appointment may be converted to 
an indefinite term, subject to the conditions of tenure. 
 
 At some time during the initial period this appointment may be converted to 
an indefinite term, subject only to the conditions of tenure, or a new agreement may 
be made.  If such a conversion does not take place, the agreement terminates at the 
end of the period of appointment as stated in the letter of agreement.  (See also 
section II-F, Termination.) 
 
   b.  Assistant Professor 
 
 Assistant professors are appointed by the dean of the faculty for terms of one, 
two, or three years under an agreement made by the individual with the university.  
For terms of more than one year the appointment requires approval of the president 
who may delegate to the dean of the faculty.  The appointment letter will state 
whether the appointment is renewable.  The renewal of such an agreement, or 
promotion to a higher rank, shall be subject to evaluation of the qualifications and 
achievements of the individual.  If such appointment is not renewed, the appointment 
terminates at the end of the period of appointment as stated in the letter of agreement. 
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 For assistant professors, before the end of the initial three-year contract period, 
an evaluation is made according to the criteria for faculty appraisal listed in section II-
C-1.  If the result of the evaluation is satisfactory, it is normal for an assistant 
professor to be reemployed for a second three-year period.  (See also section II-F, 
Termination.) 
 
   c.  Reduced Load Tenure-Track Appointments 
 
 Appointments to the ranks of assistant professor, associate professor and 
professor may be on a reduced-load basis.  Faculty appointed to such positions are 
eligible to be considered for tenure.  The probationary period should be determined at 
the time of first appointment to the position by mutual agreement between the 
Institute and the appointee. 
 
 A reduced load implies a reduction in the amount of time devoted to the 
various tasks regularly performed rather than to the nature of the tasks.  It is expected 
that a faculty member on reduced-load would contribute to teaching, scholarly and 
research activities, and service, but not to the same extent as a member on full-load. 
 
 The decision to grant tenure to an individual holding a reduced load tenure-
track appointment is an institutional decision to be made only once at the appropriate 
time before the end of the probationary period.  Subsequent decisions concerning 
changes in the fractional employment of that individual are subject to mutual 
agreement by both the individual and the Institution. 
 
  3. Non Tenure-Track Faculty 
 
 The tenure process is a fundamental part of Rensselaer. Full-time, tenure-track 
faculty who are actively involved in both teaching and research will continue to be the 
dominant faculty model at Rensselaer.  However, non-tenure track faculty who may 
focus on teaching or research and who bring specialized experience and expertise to 
Rensselaer also fill important roles in both the instructional and research missions of 
Rensselaer.   
 
   a.  Research Appointments 
 
 Research professors, research associate professors, and research assistant 
professors are appointed by the dean of the faculty on the recommendation of the 
tenured faculty in the relevant department, the department chair, and the respective 
academic dean.  Peer review as with a regular tenure-track faculty member is 
mandatory.  A review by the promotion and tenure committee is not required.  The 
appointment letter must specify (1) the specific roles and responsibilities for the 
appointment, (2) the relative weights of the evaluation criteria categories for the 
appointment (see Section II.G.2), and (3) the terms and conditions of the appointment 
(see Section II.G.1). 
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 The qualifications for these titles are commensurate with the research 
qualifications and level of accomplishments of a regular tenure-track faculty member 
of the same rank as appropriate for the profession as a whole. 
 
 These positions generally involve little or no teaching.  If teaching is done, a 
secondary  adjunct title shall be given. 
 
 The appointments are made on a contract basis for a term of usually one to 
three years and may be renewed (see Section II.G.4). If the appointment is not 
renewed, the appointment terminates on the date specified in the appointment letter.  
Termination of appointment by the individual or the university may be made at any 
time subject to thirty (30) days written notice. 
 
 Persons holding these titles may act as principal investigators, participate in 
budget incentives, co-chair doctoral committees with a tenure-track faculty member, 
and advise master’s students.  They are entitled to office and lab space, employment-
related secretarial support, telephone and mail service, and access to campus facilities 
and computing as required. They are eligible to participate in campus parking 
programs and may be eligible for benefits (see  Section II.G.5).  Persons holding these 
titles are not eligible to participate in promotion and tenure decisions and to vote on 
curricular matters, but may participate in other department and Institute activities to 
the extent determined by the department or Institute, respectively. 
 
 b.  Clinical Appointments 
 
 Clinical professors, clinical associate professors, and clinical assistant 
professors are appointed by the dean of the faculty on the recommendation of the 
tenured faculty in the relevant department, the department chair, and the respective 
academic dean.  Peer review as with a regular tenure-track faculty member is 
mandatory.  A review by the promotion and tenure committee is not required.  The 
appointment letter must specify (1) the specific roles and responsibilities for the 
appointment, (2) the relative weights of the evaluation criteria categories for the 
appointment (see Section II.G.2), and (3) the terms and conditions of the appointment 
(see Section II.G.1). 
 
 The qualifications for these titles are commensurate with the teaching 
qualifications and level of accomplishments of a regular tenure-track faculty member 
of the same rank as appropriate for the profession as a whole. 
 
 These positions generally focus on teaching.  Persons holding these titles are 
also expected to participate in professional development activities such as research, 
other scholarly activity, or consulting in the practice to remain current as teachers. 
 
 The appointments are made on a contract basis for a term of usually one to 
three years and may be renewed (See Section II.G.4).  If the appointment is not 
renewed, the appointment terminates on the date specified in the appointment letter.   
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 Persons holding these titles may act as principal investigators, participate in 
budget incentives, co-chair doctoral committees with a tenure-track faculty member, 
and advise master’s students. They are entitled to office and lab space, employment-
related secretarial support, telephone and mail service, and access to campus facilities 
and computing as required. They are eligible to participate in campus parking 
programs and may be eligible for benefits (see  Section II.G.5).  Persons holding these 
titles are not eligible to participate in promotion and tenure decisions, but may 
participate in other department and Institute activities to the extent determined by the 
department or Institute, respectively. 
 
   c.  Lecturer 
 
 Lecturers are practitioners appointed to present a specific program, course or 
lecture series during a specific semester or academic year.  Lecturers are appointed by 
the relevant academic dean, based on the recommendation of the tenured faculty in 
the relevant department and the respective department chair.  Peer review is 
recommended.  A review by the promotion and tenure committee is not required.  The 
appointment letter must specify (1) the specific roles and responsibilities for the 
appointment, (2) the relative weights of the evaluation criteria categories for the 
appointment (see Section II.G.2), and (3) the terms and conditions of the appointment 
(see Section II.G.1). 
 
 The qualifications for this title are commensurate with the requirements of the 
specific program, course or lecture series to be presented. 
 
 This position generally focuses on teaching.  Persons holding this title are also 
expected to participate in professional development activities such as research, other 
scholarly activity, or consulting in the practice to remain current as teachers. 
 
 The appointments are made on a contract basis for a term of usually one 
semester or one academic year.  It is generally intended that these appointments will 
not be renewed.  If the appointment is not renewed, the appointment terminates on the 
date specified in the appointment letter. 
 
 Persons holding this title are entitled to office and lab space, employment-
related secretarial support, telephone and mail service, and access to campus facilities 
and computing as required. They are eligible to participate in campus parking 
programs and may be eligible for benefits (see  Section II.G.5).  Persons holding this 
title are not eligible to participate in promotion and tenure decisions, serve as 
principal investigators, or participate in budget incentives. They may participate in 
other department and Institute activities to the extent determined by the department or 
Institute, respectively. 
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   d.  Instructor 
 
 Instructors are appointed by the dean of the faculty on the recommendation of 
the tenured faculty in the relevant department, the department chair, and the 
respective academic dean.  It is expected that the individual will move to the tenure 
track with the title assistant professor, associate professor, or professor, upon 
completion of doctoral work or other duties that are necessary for the tenure-track 
appointment.  Peer review as with a regular tenure-track faculty member is 
mandatory.  A review by the promotion and tenure committee is not required.  The 
appointment  letter must specify (1) the specific roles and responsibilities for the 
appointment, (2) the relative weights of the evaluation criteria categories for the 
appointment (see Section II.G.2), and (3) the terms and conditions of the appointment 
(see Section II.G.1). 
 
 The qualifications for this title are commensurate with the qualifications and 
level of accomplishments of an individual soon to enter the tenure-track as 
appropriate for the profession as a whole. 
 
 This position generally focuses on both teaching and research in order to 
prepare an individual for entry into the tenure track. 
 
 The appointments are made on a contract basis for a term of usually one year 
and may be renewed (see Section II.G.4). Under normal circumstances, instructors are 
employed for no more than a total of three years. If an appointment is not renewed, 
the appointment terminates on the date specified in the appointment letter.  
 
 Persons holding this title are entitled to office and lab space, employment-
related secretarial support, telephone and mail service, and access to campus facilities 
and computing as required. They are eligible to participate in campus parking 
programs and may be eligible for benefits (see  Section II.G.5).  Persons holding this 
title are not eligible to serve as the chair of a doctoral thesis committee, advise 
master’s students, participate in promotion and tenure decisions, serve as principal 
investigators, or participate in budget incentives.  They  may participate in other 
department activities to the extent determined by the department. 
 
   e.  Adjunct Appointments 
 
 The titles adjunct professor, adjunct associate professor, adjunct assistant 
professor and adjunct lecturer are intended for situations in which an appointment is 
not the primary appointment for an individual, or, if already employed by the Institute, 
is not the primary job title for an individual.  Persons holding these titles are generally 
hired for a specific semester to teach a specific program, course or lecture series. They 
are appointed by the relevant academic dean on the recommendation of the tenured 
faculty in a department and the respective department chair.  Peer review as with a 
regular tenure-track faculty member is recommended.  A review by the  
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promotion and tenure committee is not required.  The appointment letter must specify 
(1) the specific roles and responsibilities for the appointment, (2) the relative weights 
of the evaluation criteria categories for the appointment (see Section II.G.2), and (3) 
the terms and conditions of the appointment (see Section II.G.1). 
 
 These titles may be used to make a courtesy appointment for an individual 
when an affiliation between that individual and the Institute is mutually beneficial.  
The titles may also be used as secondary appointments for individuals at the Institute 
who do not have faculty titles but who on occasion are given teaching assignments.  
 
 The qualifications for these titles are commensurate with the teaching 
qualifications and level of accomplishments of a regular tenure-track faculty member 
of the same rank as appropriate for the profession as a whole.  
 
 The appointments are made on a contract basis for a term of usually one 
semester and generally are not renewed. If the appointment is not renewed, the 
appointment terminates on the date specified in the appointment letter. 
 
 Persons holding these titles may co-chair doctoral committees and co-advise 
master’s students with a tenure-track faculty member.  They are entitled to (shared) 
office space, employment-related secretarial support, telephone and mail service, and 
access to campus facilities and computing as required. They are eligible to participate 
in campus parking programs.  Persons holding these titles are not eligible to serve as 
the chair of a doctoral thesis committee, serve as the sole advisor for a master’s 
student, participate in promotion and tenure decisions, serve as principal 
investigators, or participate in budget incentives. They may participate in other 
department activities to the extent determined by the department. 
 
   f.  ROTC Appointments 
 
 Military personnel constituting the ROTC faculties for the Air Force, Army, 
and Navy are assigned by the government of the United States, subject to the 
appointment by the university as academic personnel with the ranks of lecturers, 
clinical assistant professors, clinical associate professors, and clinical professors.  
They are appointed by the dean of the faculty based on recommendations of the 
respective branch of the service and the ROTC coordinator. 
 
  4. Emeriti Faculty 
 
 A member of the faculty receives emeritus rank upon retirement based upon 
the recommendation of the dean of the faculty and approval by the board of trustees.  
In some instances, emeriti faculty may be rehired to active status by the respective 
academic dean for a single academic period no longer than a year, based upon the 
recommendation of the department chairperson and with the approval of the dean of 
the faculty and the board of trustees. 
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  5. Graduate Assistants 
 
 Graduate assistants have received their bachelor's degree in an appropriate 
field.  It is expected that they be qualified for and interested in teaching, research, and 
advanced study. 
 
 Graduate assistants are appointed for a term of not more than one year by the 
chairpersons or the dean of the school.  Appointments may be renewed subject to a 
new evaluation of the appointee's qualifications and achievements. 
 
  6. Administration 
 
 Faculty administrative appointments must consider faculty opinion, which 
must be a part of the written record. 
 
   a.  President, Dean of the Faculty, Vice Presidents 
 
 The president, the dean of the faculty, and vice presidents are appointed by the 
board of trustees.  They hold their respective offices at the pleasure of the board.  A 
major, in-depth peer review and evaluation of each vice president will be performed 
at least once every five years.  In the case of the appointment of the president and the 
dean of the faculty, faculty and student participation is involved in recommendations 
made to the board.   
 
   b.  Deans 
 
 Deans are appointed by the president for indefinite terms after consultation 
with appropriate members of the university community.  A major, in-depth peer 
review and evaluation of each dean will be performed at least once every five years. 
When appointing deans who are not already faculty members, the review of the dean 
of the faculty is required.  Their appointments, like those of the faculty, are subject to 
approval of the board of trustees. 
 
   c.  Department Chairpersons 
 
 Department chairpersons are normally appointed for a fixed term by the 
president on the recommendation of the dean and the dean of the faculty.  Provision 
must be made for faculty opinion to be considered in making the appointments and 
must be part of the written record.  These appointments may be renewed. 
 
   d.  Other Department Officers 
 
 Associate chairpersons and other departmental officers are normally appointed 
for a three-year term of office.  These appointments are made by the academic deans 
on the recommendations of the respective chairpersons.  These appointments may be 
renewed. 
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  7. Visiting Staff 
 
 These members of the staff are on leave from their home institutions usually 
for one academic year, but occasionally shorter, and are normally expected to return 
there after finishing their visit at Rensselaer.  There are two kinds of appointments: 
 
   a.  Visiting Faculty from other Educational Institutions 
 
 While at Rensselaer, these visitors will have the same title as they had at their 
home university with the word "visiting".  Example -- an associate professor of 
electrical engineering from Carnegie Mellon would have a title of Visiting Associate 
Professor of Electrical Engineering (from Carnegie Mellon). 
 
   b.  Visitors without Academic Rank 
 
 Some visitors from outside the university who may be visiting for a definite 
period for a specific educational purpose may not possess an academic rank.  The 
individual's title at Rensselaer shall correspond to the title in his or her own 
organization, preceded by the word "visiting".  Example -- Visiting Director of 
Research from Union Carbide Corporation. 
 
 In general, no salary provision applies to honorary visiting staff. 
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 B. Terms of Service 
 
 Terms of service for regular academic personnel are in two categories: 
 
  1. Academic Year Appointments 
 
 An academic year, normally beginning in late August and ending in mid-
May, of approximately thirty-six weeks applies largely to all academic staff engaged 
principally in teaching.  Personnel in this category are expected to be available for 
assignment during this period as determined by the academic calendar except for 
regular holiday and recess periods.  Faculty are to be available for regular assignment 
for the fall and spring registration dates. 
 
 The summer and the academic recess periods in which regular faculty 
members' services are not required for academic duties offer opportunities for 
vacation. 
 
 It is recommended that members of the faculty should assign the equivalent of 
at least one month to vacation.  This is considered the minimum requirement to assure 
good health and effectiveness in the instructional program. 
 
  2. Fiscal Year Appointments 
 
 A 12-month fiscal year, July 1 to June 30, applies to some academic 
administrative personnel, research personnel and certain other employees. 
 
 Vacations for fiscal year appointments follow general vacation policies as 
promulgated by the Office of Human Resource Services. 
 
  3. Salary Payment Schedule 
 
 The fiscal year of the university begins July 1 and ends the following June 30.  
Salaries are paid by check on a semimonthly basis.  Checks are available at the Office 
of the Bursar, Pittsburgh Building, or, upon written instruction to the Controller, may 
be deposited directly to the credit of the employee in the bank of their choice. 
 
 The salaries of all full-time academic personnel are paid in twenty-four equal 
installments with the last installments being paid on or before the last day of June of 
each fiscal year.  Half of the academic year’s salary is associated with the Fall 
semester and half with the Spring semester. 
 
 Salaries of members of the adjunct staff may be paid in one payment at the 
end of the term of appointment, otherwise in equal installments over the term of the 
appointment. 
 
 Faculty are actually prepaid in the summer months of July and August for 
services to be given during the following academic year. 
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 New faculty members, beginning their duties in September, will receive 
twenty semimonthly checks during their first year.  Their first payment will be on 
September 15 and the last will be on June 30.  If the employment agreement extends 
beyond one year, or if a one-year agreement is extended, then on July 15 of the second 
year, and thereafter, the faculty member regularly will receive semimonthly checks.  
Each June 30 the accounts stand in balance. 
 
 It is to be noted that if employment is terminated at any time other than June 
30 of any year (except for new faculty beginning in September), some amount of 
unearned prepaid salary must be returned to Rensselaer.  If a faculty member dies 
during the academic year, his or her estate will not be liable for prepaid salary 
amounts; however, any outstanding travel advances or receivables from the faculty 
member for the purchase of materials or services are receivable from his or her estate. 
 
  4. Summer Supplemental Pay 
 
 Members of the academic staff employed on supplemental pay during the 
summer are paid contractually at the same rate as for the academic year which follows 
that summer.  This rate is also the figure to be reported to outside institutions needing 
the information for faculty members going on leave or other temporary assignments 
outside Rensselaer.  Compensation for teaching in summer sessions will be paid on 
the basis of one-ninth of the academic year salary for each 3 credit hour course.  This 
must not coincide with time submitted on research time sheets.  Likewise, payment 
for participation in noncredit short courses and seminars is not to overlap time 
charged to sponsored research.  Since the academic calendar changes each year, the 
supplemental pay period varies.  The starting and ending dates and the maximum 
number of hours allowable for the total supplemental pay period are stated in an 
annual bulletin from the dean of the faculty. 
 
 Payments will occur on normally scheduled Institute paydays -- the 15th and 
last day of each month.  The total amount of supplemental pay contracted will be 
spread equally over the summer pay period unless otherwise requested.  Faculty may 
not receive more than 1/3 of their academic year salary in summer supplemental pay, 
regardless of whether such funds are from governmental contracts or grants, restricted 
grants, unrestricted accounts, or for teaching duties.  Time and effort reports should 
be prepared in strict adherence to this policy.  Please check with the Office of 
Contracts and Grants if there is a question regarding any restrictions on the total 
number of weeks of supplemental pay allowed by a particular contract or grant (e.g., 
NSF allows a maximum of 2/9 of the academic year's salary unless specific prior 
approval is obtained for additional time). 
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 C. Evaluation for Salary and Promotion and Tenure 
 
  1. Evaluation for Salary Change 
 
 Salary changes for individual members of the regular academic staff are based 
on merit and competitive market forces, while remaining within the guidelines of the 
salary structure at Rensselaer.  Salary changes are considered on an annual basis, 
following an evaluation of performance conducted by the departmental chairperson, 
and reviewed by the dean of the appropriate school and the dean of the faculty.  The 
dean of the faculty provides an annual summary report on faculty compensation to the 
president.  Chaired professors are evaluated annually by the departmental chairperson 
or dean. 
 
 It is the responsibility of the departmental chairperson to each year conduct a 
formal, written evaluation of the performance of each faculty member in their 
department in the areas of scholarship, teaching, and service.  Scholarship includes all 
forms of research and peer-evaluated discourse.  Teaching includes all forms of 
advising and other pedagogically-related interactions with students.  Service includes 
all forms of activity that maintain or improve the Rensselaer infrastructure or its 
external reputation.  Where applicable, the chairperson should also provide written 
guidance concerning the individual's progress towards promotion and/or tenure.  The 
chairperson is required to solicit relevant information for this evaluation from the 
faculty member, and it is the responsibility of the faculty member to supply such 
information.  A copy of this annual evaluation, signed by the chairperson, must be 
given to the faculty member who should acknowledge receipt of the evaluation by 
signing it.  The evaluation, containing both signatures, should be returned to the 
chairperson. 
 
 It is also the responsibility of the chairperson to review the performance 
evaluation each year in a personal interview with the faculty member.  If the faculty 
member agrees with the performance evaluation conducted by the chairperson, a copy 
of the evaluation, signed by both parties, is forwarded by the chairperson to the dean 
of the appropriate school for further review.  If the faculty member disagrees with the 
written performance evaluation, he or she is expected to make such disagreement 
known to the chairperson, and has the option to comment on the evaluation, in 
writing.  A copy of the evaluation and the written response of the faculty member, if 
any, are forwarded by the chairperson to the dean for further review.  It is the 
responsibility of the dean to arbitrate any continuing disagreements concerning the 
performance evaluation. 
 
 In the case of a school with no departments, the written performance 
evaluation and personal interview are conducted by the dean, and the results of the 
evaluation and written responses, if any, are forwarded to the dean of the faculty, who 
then arbitrates any continuing disagreements.  The performance of the faculty member 
is further reviewed by the appropriate dean and/or the dean of the faculty. 
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Substantive differences from the evaluation conducted by the chairperson are made 
known to the chairperson, who in turn informs the faculty member.  Salary 
adjustments based on this final evaluation are then prepared by the chairperson and 
reviewed and approved by the appropriate dean and the dean of the faculty.  The final 
decision on any salary adjustment or position change is within the prerogative of the 
dean of the faculty. 
 
   2. Evaluation for Promotion and/or Tenure 
 
 Performance evaluation is an essential part of the promotion and tenure 
processes.  The criteria and procedures for promotion and/or tenure that are currently 
employed have been established jointly by the faculty and the administration.  Any 
major changes that may be made in the criteria and/or procedures must be jointly 
approved by the faculty senate and the dean of the faculty.  The process is described 
in the following sections: 
 
    a.  Committees 
 
 There are three (3) committees at the Institute-wide level which conduct 
evaluations of faculty performance for the purposes of promotion and/or tenure.  This 
committee structure is instituted to provide a system of checks and balances to insure 
that the interests of all parties concerned are fully represented.  The recommendations 
of all three committees are advisory to the dean of the faculty.  These committees are: 
 

Faculty Committee on Promotion and Tenure (FCPT) 
Committee of Deans (CD) 
Joint Committee on Promotion and Tenure (JCPT) 

 
 The composition, responsibility, and required documentation for each 
committee is described below. 
 
     1) Faculty Committee on Promotion and Tenure  
      (FCPT) 
 
a)  Composition:  The FCPT consists of eight faculty members with the rank of 
professor with tenure, one elected from each of the five schools and three elected at 
large, of which two are elected by faculty and one elected by students.  All are voting 
members.  The FCPT elects its own chairperson.  The terms of members are for three 
years, but are staggered such that at least two new members take office at the 
beginning of each academic year.  Members are elected by the faculty, from a slate of 
candidates presented by the nominating committee of the faculty and approved by the 
faculty.  If a member leaves the FCPT before his or her term expires, the executive 
committee of the faculty senate appoints the eligible candidate who received the next 
highest number of votes in the most recent election.  If there is no such candidate, a 
special election is called. 
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 At the request of the chairperson, the dean of the faculty may serve as an ex-
officio, nonvoting member of the FCPT and participate in the deliberations of the 
committee. 
 
b)  Responsibility:  It is the responsibility of the FCPT to review all dossiers 
transmitted to the committee by the dean of the faculty, and to report to the dean of 
the faculty on the merits of these cases.  The dossiers to be included are those for all 
internal candidates for promotion and/or tenure who have received positive 
recommendations from their departments and schools, all internal candidates who are 
electing to follow the appeals process to be described in section II-D, and all 
candidates for initial appointments at the associate professor and professor level, with 
or without tenure.  The dossiers for all candidates for initial appointments to chaired 
professorships are also to be reviewed for the purpose of granting tenure. 
 
c)  Documentation:  The report of the FCPT to the dean of the faculty shall be in 
writing and shall contain a summary record of the vote (for, against, abstain, absent) 
taken by the committee on each candidate.  This written report shall remain as a 
permanent part of the dossier. 
 
     2) Committee of Deans (CD)   
 
a)  Composition:  The CD consists of the deans of the schools of architecture, 
engineering, humanities and social sciences, management, and science, who all serve 
as voting members.  The dean of the faculty serves as the ex-officio, nonvoting 
chairperson; and has the option of adding a dean from his or her office to the CD. 
 
b)  Responsibility:  It is the responsibility of the CD to review all dossiers transmitted 
to the committee by the dean of the faculty, and to report to the dean of the faculty on 
the merits of these cases and on the objectives of the schools and Rensselaer.  The 
dossiers to be included are those for all internal candidates for promotion and/or 
tenure who have received positive recommendations from their departments and 
schools, all internal candidates who are electing to follow the appeals process to be 
described in section II-D, and all candidates for initial appointments at the associate 
professor and professor level if immediate tenure is to be granted.  The dossiers for all 
candidates for initial appointments to chaired professorships are also to be reviewed 
for the purpose of granting tenure. 
 
c)  Documentation:  The report of the CD to the dean of the faculty shall be in writing 
and shall contain a summary record of the vote (for, against, abstain, absent) taken by 
the committee on each candidate.  This written report shall remain as a permanent 
part of the dossier. 
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     3) Joint Committee on Promotion and Tenure 
(JCPT) 

 
a)  Composition:  The JCPT consists of the eight faculty members of the FCPT, and 
the deans of each of the academic schools, all who serve as voting members.  The 
dean of the faculty serves as the ex-officio, nonvoting chairperson; and has the option 
of adding a dean from his or her office to the CD. 
 
b)  Responsibility:  It is the responsibility of the JCPT to review the separate 
recommendations of the FCPT and the CD and the reason(s) for these 
recommendations, and to provide the dean of the faculty with a final recommendation 
concerning the merits of these cases and the overall objectives of the schools and 
Rensselaer.  The cases to be included are those for all internal candidates for 
promotion and/or tenure who have received positive recommendations from their 
departments and schools, all internal candidates who are electing to follow the 
appeals process to be described in section II-D, and all candidates for initial 
appointments at the associate professor and professor level if immediate tenure is to 
be granted.  All candidates for initial appointments to chaired professorships are also 
to be reviewed for the purpose of granting tenure. 
 
c)  Documentation:  The report of the JCPT to the dean of the faculty shall be in 
writing and shall contain a summary record of the vote (for, against, abstain, absent) 
taken by the committee on each candidate.  This written report shall remain a 
permanent part of the dossier. 
 
   b.  Faculty Promotion 
 
 Promotion at Rensselaer is from the rank of assistant professor to associate 
professor, or from the rank of associate professor to professor.  Promotion is a means 
of recognizing the academic achievements of individual faculty.  All promotions must 
follow the guidelines established in the Handbook for Academic Staff.  Promotion 
may occur at any time during an individual's career.  Promotion decisions are made 
separate from tenure decisions, even though they may sometimes be considered 
simultaneously. 
 
   c.  Tenure 
 
 Tenure is defined as the assurance of academic appointment until retirement, 
unless terminated for causes stated in section II-F-1 of the Handbook for Academic 
Staff.  The granting of tenure must follow the guidelines established in the Handbook 
for Academic Staff.  Tenure provides a means of insuring a sense of academic 
freedom in teaching, research and service. 
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 Tenure is granted to scholars who have, on the basis of past performance, 
demonstrated high potential for continuing contributions to the goals of Rensselaer.  
The granting of tenure, although based on demonstrated potential for being a mature 
scholar, also depends upon Rensselaer's needs and priorities in the faculty member's 
particular field of endeavor.  Tenure is granted by the board of trustees, after thorough 
evaluations have been made by the appropriate faculty in the individual's department, 
the department chairperson, the promotion and tenure committee of the appropriate 
school, the dean of the appropriate school, the three institute-wide committees defined 
above, and the dean of the faculty, as well as selected external peers. 
 
 Tenure is normally considered at the end of the maximum pre-tenure decision 
period, which is defined as the equivalent of six (6) years of regular academic 
appointment at Rensselaer at the rank of assistant professor or higher.  Faculty who 
have held academic appointments at other academic institutions at the level of 
instructor or above, during which time the individual held an appropriate doctoral 
degree or recognized terminal degree for the profession, may qualify for a reduced 
pre-tenure decision period.  This reduction must be specified in writing at the time of 
appointment at Rensselaer.  The maximum reduction would be one year from the 
maximum pre-tenure decision period of six (6) years for each year of appropriate 
academic service.  Failure to specify the pre-tenure period at the time of appointment 
implies the granting of the maximum pre-tenure decision period. 
 
 No individual may remain as a full-time member of the Rensselaer faculty for 
longer than the maximum pre-tenure decision period plus one-year's notice, unless 
granted tenure or given a terminal contract. 
 
 Partial years of service may arise from several sources (e.g. hiring during the 
course of the academic year, granting of a leave for a portion of an academic year, or 
obtaining the appropriate doctoral or recognized terminal degree in the course of an 
academic year), resulting in the completion of the maximum pre-tenure decision 
period during the course of an academic year.  In such cases, the maximum pre-tenure 
decision period shall be extended to the end of the academic year during which the 
normal pre-tenure decision period is completed, except for the case of an approved 
leave of absence which is separately discussed in the next paragraph.  For example, a 
faculty member who is hired during the middle of an academic year would have the 
maximum pre-tenure decision period extended until the end of the academic year 
during which the equivalent of six (6) years of service will be completed.  If tenure is 
denied at this time, the faculty member is always entitled to a one year period of 
terminal employment. 
 
 The period of a leave of absence may be included in the pre-tenure decision 
period if approval is obtained in advance of the leave.  Written approval from both the 
dean of the faculty and the appropriate dean specifically stating that the period of the 
leave, or some fraction thereof, may be included in the pre-tenure decision period is  
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required.  If the written leave of absence agreement is silent on this matter, the time 
spent on leave is not included in the pre-tenure decision period. 
 
 It is not intended that the failure in any part of the tenure procedures described 
in this section should automatically result in the granting of tenure, thereby bypassing 
the important evaluation process.  Failure of proper notification of terminal 
appointment on the part of Rensselaer will result only in a commitment to one 
additional year's appointment and places a responsibility on the part of the individual 
concerned to demand a clarification of status.  If there has been a failure in any part of 
the tenure procedures which has resulted in the individual being notified of the denial 
of tenure and placed on a terminal contract, the individual may request that the failure 
be corrected and the tenure review process be completed.  This does not, however, in 
any way alter the fact that the individual is on a terminal contract while the review 
process is being completed. 
 
   d.  Criteria for Promotion 
 
 The three principal classifications of activities evaluated for promotion are 
scholarship, teaching and service.  All are important to a promotion decision, but are 
not equally weighted.  Evidence of excellence in scholarship is paramount to the goals 
of Rensselaer and is generally weighted most heavily.  Nevertheless for individuals 
who are identified by students, faculty, and external colleagues as gifted and 
extraordinary teachers, teaching should be weighted most heavily. 
 
 In general, promotion from assistant professor to associate professor requires 
that the candidate demonstrate, in accordance with established criteria: 
 
1) emerging national and/or international recognition for scholarly activities; 
 
2) a high degree of quality in teaching and advising; and 
 
3) service to the department, Rensselaer, and the appropriate profession. 
 
 In general, promotion from associate professor to professor requires that the 
candidate demonstrate, in accordance with established criteria: 
 
1) wide national and/or international recognition for scholarly activities; 
 
2) sustained high quality teaching and advising; and  
 
3) substantial service to the department, Rensselaer, and the appropriate profession. 
 
 It is important to emphasize that each promotion case must be judged on its 
own merits.  The criteria listed above are only general criteria.  It is recognized that 
specific criteria may not be uniformly applied to all promotion cases.  Judgment of the 
appropriateness of each criterion must be applied at each level of review.  Some 
examples of specific criteria, by area of classification, are: 
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    1) Scholarship 
 
 The purpose of scholarship is the advancement of knowledge in a particular 
discipline.  Scholarship is generally demonstrated by: 
 
a)  Quality and quantity of publications in refereed journals, papers, and/or books, and 
other creative works widely recognized within a particular discipline 
 
b)  Evidence of continuing self-development and scholarly interaction with others in 
the profession 
 
c)  Professional accomplishments of former students 
 
d)  Dissemination of knowledge to non-specialists 
 
e)  Recognized stature in one's field 
 
   2) Teaching 
 
 The purpose of teaching is the dissemination of knowledge and the stimulation 
of students' intellect.  The achievement of these purposes is generally demonstrated 
by: 
 
a)  Long-range educational impact on students; lasting contributions to the professional 
and personal growth of students 
 
b)  Quality of classroom presentation of course material 
 
c)  Participation in course and curriculum development at all instructional levels 
 
d)  Direction of advanced study through research supervision 
 
e)  Effort and effectiveness of personal interactions with students through advising, 
counseling, and thesis supervision 
 
f)  Evaluations from former students 
 
   3) Service 
 

 The purpose of service is faculty participation in the accomplishment of 
the goals of Rensselaer.  Service is generally demonstrated by: 
 
a)  Service to the university:  department, school and institute-wide committee activities 
and/or administrative participation 
 
b)  Service to professional societies in the appropriate discipline 
 
c)  Service to the community and public in one's professional capacity  
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  e.  Criteria for Tenure 
 
 The same three major classifications of general criteria and all specific criteria 
listed above for promotion decisions also apply to tenure decisions.  Promotion and 
tenure, however, represent significantly different commitments by Rensselaer.  
Promotion is recognition of outstanding achievement;  tenure, although based on 
achievement, is a guarantee of academic freedom.  The granting of tenure is based on 
demonstrated potential for becoming a mature scholar, but also depends on 
Rensselaer's needs and priorities in the faculty member's field of endeavor.  Each 
tenure case must be judged on its own merits, and it is recognized that the tenure 
criteria may not be uniformly applied in all tenure cases.  The appropriateness of each 
criterion must be decided at each level of review. 
 
 For external candidates for tenure, professional achievement and scholarly 
attributes in line with the goals of Rensselaer are to be the primary criteria of 
evaluation.  The appropriateness of other criteria in each individual case must be 
separately decided upon.  Once the criteria to be utilized have been selected, the 
standard applied to each criterion should be equivalent to that applied to an internal 
candidate. 
 
   f.  Procedures for Promotion and/or Tenure Decisions 
 
 Recommendations on academic promotions and the granting of tenure are 
extremely important to both the individual faculty member and to Rensselaer.  
Procedures, therefore, must be well-defined and adhered to in all cases.  However, 
given the desired diversity of the Schools, it is also important that the procedures 
remain flexible enough to reflect these individual differences.  It is also important that 
the departmental and school contexts of each case be recognized, considered, and 
respected at the institute-wide level of review. 
 
 The procedure for promotion and/or tenure is normally initiated at the 
department level (school level in the case where no departmental structure exists).  
The required procedures and responsibilities are as follows: 
 
    1) The department chairperson (dean in a school without 
departments) has the responsibility to: 
 
a)  Regularly inform each faculty member of Rensselaer's current standards for 
promotion and/or tenure as they apply to the department. 
 
b)  Create a list of candidates who have been nominated for each level of promotion 
and/or tenure.  Candidates may be self-nominated, nominated by other faculty in the 
department, or be nominated by the chairperson.  The chairperson must nominate for 
tenure evaluation all faculty who will complete the maximum pre-tenure decision 
period during the current academic year. 
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c)  Assist all candidates in gathering the factual material to be placed in his/her 
dossier.  This is to include an updated version of the usual "Biographical Sketch" and 
any additional information which demonstrates the scholarship, teaching and service 
achievements of the candidate. 
 
d)  Convene the appropriate departmental promotion and tenure committee to review 
the dossiers, minus external peer reviews, of all candidates within the department and 
to decide which cases should proceed to the solicitation of external peer reviews.  The 
appropriate departmental promotion and tenure committee consists of: 
 
   i) for promotion;  the minimum membership is all tenured faculty who 
hold the proposed rank, or higher.  Each department, at its discretion, may extend this 
committee to include all faculty who hold the proposed rank, or higher, with or 
without tenure. 
 
  ii) for tenure;  the minimum membership is all tenured faculty at the 
candidate's rank, or higher.  Each department, at its discretion, may extend this 
committee to include all tenured faculty, regardless of academic rank. 
 
 The department chairperson shall serve as the ex-officio, nonvoting, 
chairperson of each promotion and tenure committee. 
 
 The department chairperson shall inform the candidate of the decision of the 
appropriate committee, the reason(s) for a negative decision, if necessary, and the 
candidate's right to appeal.  The candidate has the option of requesting a written 
explanation of a negative decision.  If the decision is positive, or in the case of an 
appeal, the process proceeds to the solicitation of external reviews. 
 
e)  Solicit, receive and log the results of no fewer than six (6) external peer reviews 
chosen in the following manner: 
 
   i) the members of the appropriate departmental promotion and tenure 
committee and the candidate shall each submit to the department chairperson a list of 
potential external peer reviewers. 
 
  ii) the chairperson shall select an equal number of reviewers from each list. 
 
 iii) the candidate must be given the opportunity to review the list of selected 
reviewers before letters of solicitation are sent, and to comment in writing on the 
appropriateness of these reviewers for his or her particular case.  Any such written 
comments are to become a permanent part of the dossier. 
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  iv) the Chairperson shall prepare a log which lists the names of the external 
peer reviewers, the dates on which letters were sent soliciting reviews, the dates on 
which responses were received, and a sample of the solicitation letter.  Biographical 
information concerning each reference and a brief description of his or her past and 
present relationships with the candidate, i.e., thesis adviser, co-author of papers, 
sponsor of the candidate's grants, etc., will also appear on the log.  This log must 
become a permanent part of the dossier. 
 
   v) if the number of external reviews received is less than the required 
number of six (6), steps i) through iv) are to be repeated until at least six (6) external 
reviews are received.  In order to make the case for promotion and/or tenure as strong as 
possible, reviews should be solicited broadly.  International references, references from 
several different major universities, prominent figures in the candidate's field should be 
considered when preparing the selection of external reviewers.  The weight of different 
kinds of references will vary depending upon the discipline represented. 
 
  vi) no external review received may be removed from the dossier. 
 
f)  Solicit, receive and log the results of evaluations and letters of recommendation 
from former students, preferably both undergraduates and graduate students.  The 
procedures to be followed are identical to those listed above for external peer reviews 
including the minimum requirement of six letters. 
 
g)  Convene the appropriate departmental promotion and tenure committee to 
evaluate the external peer reviews and student evaluations, and to provide a 
recommendation as to whether each case should go forward.  The recommendation of 
this faculty committee shall be in writing to the chairperson and shall contain a 
summary record of the vote of the committee (for, against, abstain, absent) on each 
candidate, which becomes a permanent part of the dossier. 
 
h)  After receiving the recommendation of the appropriate promotion and tenure 
committee, the chairperson shall arrive at his or her decision as to whether the case 
should be submitted to the next level of review.  This written decision must become a 
permanent part of the dossier, and must be shared with the members of the 
appropriate promotion and tenure committee.  If this decision is negative, the 
chairperson shall inform the candidate, in writing, of the decision, the reason(s) for it, 
and of the candidate's right to appeal.  In the case of an appeal, to be described in 
section II-D, the chairperson prepares a written recommendation which, whether 
positive or negative, goes forward with the dossier to the next level of review. 
 
i)   Forward the dossiers of all candidates receiving positive decisions, and the 
dossiers of all candidates following the appeal process, to the dean of the appropriate 
school. 
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    2) The appropriate departmental promotion and tenure 
committee, defined as above, has the responsibility to conduct a rigorous evaluation 
of the merits of all cases submitted to the committee by the chairperson, or submitted 
by the dean of the faculty in the case of an appeal.  This committee plays a critical 
role in the promotion and tenure process.  A simple majority of those present shall 
constitute a decision, both in determining which cases should proceed to the 
solicitation of external peer reviews, and in arriving at a final recommendation to the 
chairperson. 
 
    3) It is the responsibility of the dean of the appropriate 
school to: 
 
a)  Convene the promotion and tenure committee of the school to determine whether 
additional external peer reviews are desired for the candidates brought forward from 
the departments within that school.  The school promotion and tenure committee shall 
consist of the associate dean(s) and chairpersons of the appropriate school. 
 
b)  Solicit, if desired, additional external peer evaluations for candidates brought 
forward from the departments.  A log of the solicitations shall be maintained in a 
manner similar to that described earlier for the department chairperson, including 
review of the list of external reviewers before solicitation by the candidate and the 
opportunity for the candidate to comment on this list in writing.  The log and written 
comments, if any, must remain as a permanent part of the dossier. 
 
c)  Convene the school promotion and tenure committee to evaluate the dossiers of all 
candidates, including additional external peer reviews where desired, and to provide a 
recommendation as to whether each case should go forward to the next level of 
review.  The recommendation of the committee shall be in writing to the dean, and 
shall contain a summary record of the vote (for, against, abstain, absent) taken on 
each candidate.  This written recommendation must remain a permanent part of the 
dossier. 
 
d)  After receiving the recommendation of the school promotion and tenure 
committee, the dean shall arrive at his or her decision as to whether the case should be 
submitted to the next level of review.  This written decision must become a 
permanent part of the dossier, and must be shared with the members of the School 
promotion and tenure committee.  If this decision is negative, the dean shall inform 
the candidate, in writing, of the decision, the reason(s) for it, and of the candidate's 
right to appeal.  In the case of an appeal, to be described in section II-D, the dean 
prepares a written recommendation which, whether positive or negative, goes forward 
to the next level of review. 
 
e)  Forward the dossiers of all candidates receiving a positive decision, and the dossiers 
of all candidates following the appeal process, to the dean of the faculty. 
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    4) It is the responsibility of the dean of the faculty to: 
 
a)  Make all dossiers forwarded by the deans available to the members of both the 
FCPT and the CD. 
 
b)  Receive all dossiers of candidates who choose to follow the appeals process and 
forward them to the appropriate department. 
 
c)  Participate, if requested, in the deliberations of the FCPT, and receive from the 
FCPT their recommendation on each case.  The recommendation of the FCPT shall be 
in writing to the dean of the faculty, and shall contain a summary record of the vote 
(for, against, abstain, absent) taken on each candidate.  This written recommendation 
must remain a permanent part of the dossier.  The dean of the faculty shall inform the 
CD of the FCPT recommendation. 
 
d)  Convene the CD to evaluate the dossiers of all candidates, and to provide a 
recommendation on each case.  The recommendation of the CD shall be in writing to 
the dean of the faculty, and shall contain a summary record of the vote (for, against, 
abstain, absent) taken on each candidate.  This written recommendation must remain a 
permanent part of the dossier.  The dean of the faculty shall inform the FCPT of the 
CD recommendation. 
 
e)  Convene the JCPT to review the recommendations of both the FCPT and the CD 
and the reasons for these recommendations, and to provide a final recommendation to 
the dean of the faculty on each case.  The recommendation of the JCPT shall be in 
writing to the dean of the faculty, and shall contain a summary record of the vote (for, 
against, abstain, absent) taken on each candidate.  This written recommendation must 
remain a permanent part of the dossier. 
 
f)  After receiving the recommendation from the JCPT, the dean of the faculty shall 
arrive at his or her decision on each case.  This decision must be shared with the 
members of the JCPT.  If the dean of the faculty does not concur with the 
recommendation of the JCPT, the dean of the faculty shall reconvene the JCPT to 
inform them of the reasons for the decision.  If the decision of the dean of the faculty 
is negative, the dean of the faculty shall inform the appropriate dean, who shall 
inform the candidate of the decision, the reason(s) for it, and of the candidate's right 
to appeal.  The procedure to be followed in the case of an appeal is described in 
section II-D. 
 
g)  Forward the decisions on all candidates to the president. 
 
    5) The president shall forward his or her final 
recommendations to the Board of Trustees for final approval of promotion and/or 
tenure. 
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 D. Procedures for Appealing Promotion and/or Tenure Decisions 
 
 If a candidate receives a negative decision concerning promotion and/or tenure 
at any level, he or she has the right to appeal the decision.  In making an appeal, the 
candidate shall choose an advocate whose role is as follows: 
 
  l. The Advocate 
 
 The Advocate is to be selected by the individual whose case is to be appealed.  
The selection is to be made from the ranks of tenured professors at Rensselaer.  The 
advocate may be the chairperson of the appellant's department, may be an individual 
within the department, or may be an individual outside the department. 
 
 Before accepting the role of advocate, the individual chosen shall be apprised of 
his or her rights and responsibilities in this role by the chairperson of the FCPT, 
particularly concerning the obligation of confidentiality. 
 
  2. The Process 
 
   a. After reviewing the written comments concerning the reasons for 
the original negative action, the advocate shall have the responsibility of reviewing 
the appellant's dossier, suggesting improvements and additions, and assembling any 
pertinent clarifications, etc.  The written result of the advocate's review is added to the 
candidate's dossier, and a copy of the dossier, from which all confidential material has 
been removed, is transmitted to the appellant.  The appellant has the right to submit 
additional written material in support of the appeal. 
 
   b. The advocate shall then submit the revised dossier to the dean of 
the faculty for resubmission through the entire review process, with the stipulation 
that it be forwarded with written comments at each level of review, regardless of the 
recommendations or decisions at each point. 
 
   c. The advocate may be requested to appear before the FCPT, the 
CD, and/or the dean of the faculty. 
 
   d. In cases where all members of the FCPT vote for a candidate 
following the appeal process, but the dean of the faculty does not concur with this 
recommendation, the dean of the faculty shall explain the reason(s) for this decision 
to the FCPT.  The FCPT has the right to request that the dean of the faculty appoint an 
ad hoc committee to reexamine the case.  The executive committee of the faculty 
senate shall present a slate of five (5) names to the dean of the faculty who will select 
three (3) to serve on the ad hoc committee.  This committee shall review the dossier 
for the candidate and report its recommendation, in writing, to the dean of the faculty.  
The dean of the faculty shall then arrive at a final decision as to whether the case 
should be forwarded with a positive recommendation to the president. 
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 E. Leaves 
 
  1. Leave of Absence 
 
 Any full-time member of the faculty may be granted a leave of absence for a 
specified period.  Normally such leaves of absence are without financial aid.  
However, in certain instances wherein granting of such a leave may be considered of 
benefit to the university, the payment of financial aid with regard to certain fringe 
benefits may be extended.  Such instances may be, but are not limited to, service for a 
two year period with the National Science Foundation; Congressional Fellowship; 
service as technical advisor to government agencies, both domestic and international.  
In such instances the offices of the appropriate department chair, dean, and dean of 
the faculty shall determine the advisability and extent of such aid, with the approval 
of the president.  Contributions to the fringe benefits program, as described in section 
VIII of this handbook, may continue in the event that the salary from outside sources 
does not meet the total contractual compensation from salaries and fringe benefits that 
would have been received from Rensselaer during the period of the leave. 
 
  2. Sabbatical Leave Plan 
 
 In recognition of the desirability of aiding members of the faculty to benefit 
from opportunities for creative work outside of the university, the trustees approved a 
sabbatical leave plan, effective as of the 1972-73 academic year.  To receive full 
consideration, completed requests for sabbatical leave should be processed through 
the appropriate channels and filed with the dean of the faculty no later than April 1.  
Response will be made as soon as possible, usually within two weeks. 
 
 This plan provides sabbatical leave of absence for professional development 
through study, research, or experience in government, industry, or universities for 
faculty members who hold the rank of assistant, associate, or full professor.  All 
requests for sabbatical leave require the recommendation of the department 
chairperson, the dean concerned prior to approval by the dean of the faculty.  The 
following provisions apply: 
 
 (a) Leave for one semester, with half salary, may be given upon 
  completion of six consecutive semesters of service. 
 
 (b) Leave of two semesters with half salary, or one semester with 

full salary, may be given upon completion of twelve semesters of 
service.  Two semester leaves should normally start July l. 
 

 Eligible faculty members have the option of stopping the tenure clock for up to 
one year during a sabbatical leave, provided this election is specified in the written 
notice of the faculty member's intent to take a sabbatical leave.  The dean of the 
faculty should be consulted for additional details regarding tenure decisions. 
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 Staff members for whom sabbatical leave has been approved may receive 
additional remuneration from: 
 
 (1) Normal consulting or lecturing arrangements, provided these do  

not conflict with the purpose and spirit of the sabbatical program. 
 
 (2) Fellowships and other grants, provided the sum of the sabbatical 

salary and additional fellowship or grant does not exceed the full-
time salary rate for the period of leave. 

 
 (3) Grants to defray family travel and nominal cost-of-living allowances 

provided they are not for personal remuneration in addition to 
fellowship and other grants. 

 
 (4) Charges to research contracts provided the research contract allows 

and the sum total of remuneration during this period does not exceed 
the amount of salary scheduled for this period. 

 
 When a faculty member goes on an approved sabbatical leave, the Institute in 
most cases will continue to contribute its respective portion of the cost of fringe 
benefits.  The Office of Human Resources and Institute Diversity (referred to in the 
remainder of this document as Office of Human Resource Services) should be 
contacted for complete details. 
 
 While on leave, the faculty member's performance should be reviewed in the 
normal way for a salary increment. 
 
 Any member of the Rensselaer faculty who accepts a sabbatical leave thereby 
is obligated to return to Rensselaer for at least one complete year of service and to 
submit to the dean of the faculty, through normal administrative channels, a special 
report covering professional activities during his or her absence. 
 
 Each faculty member will be strongly encouraged to take advantage of this 
plan at least once every ten years. 
 
  3. Parental Leave 
 
 Tenured and tenure-track members of the faculty (see II-A-2) will be granted 
relief from teaching duties for parental leave for one semester with full pay.  In 
addition, tenured and tenure-track faculty members may elect to take an additional 
semester of teaching relief at half pay for parental leave.  Parental leave under this 
policy is defined as leave to give birth to a child, to adopt a child or to care for a 
newborn or newly adopted child.  All parental leaves of absence under this policy 
must be taken and completed within twelve months of the date of birth or adoption. 
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 Insofar as possible, the commencement of a parental leave at full or half pay 
must coincide with the beginning or end of a semester.  A parental leave which 
commences after the beginning of an academic semester will be counted as a leave for 
one full semester under this policy.   
 
 Eligible faculty members have the option of stopping the tenure clock for up to 
one year during a parental leave, provided this election is specified in the written 
notice of the faculty member's intent to take a leave.  The dean of the faculty should 
be consulted for additional details regarding tenure decisions. 
 
 When the need for a parental leave is foreseeable, a tenured or tenure-track 
faculty member electing to take such a leave must submit a written notice to the 
department chairperson (the dean in a school without departments), with a copy to the 
dean of the faculty, at least 30 days prior to the beginning of the semester during 
which the leave is to be taken.  In the event it is not possible to provide 30 days 
advance notice, a faculty member must submit his or her written notice as early as 
possible, but in no event less than two business days before the leave is to commence.  
In all cases, written medical documentation or a certificate of adoption must be 
provided by the faculty member to the Office of Human Resource Services. 
 
 Faculty members granted relief from teaching duties under this policy are 
expected to remain in residence and except during a period of disability associated 
with childbearing (i.e., that period, typically 6-8 weeks in duration, during which an 
individual is unable to work pursuant to a doctor's certification), will continue to be 
responsible for normal non-teaching duties such as research commitments, 
professional development, advising and committee assignments.  The faculty 
member's teaching duties will be assumed by a temporary replacement who will be 
paid jointly by the Office of the Dean of the Faculty and the school of the faculty 
member. 
 
 Leaves granted under this policy will be counted towards an eligible faculty 
member's leave entitlement under the Family and Medical Leave Act (FMLA).  Other 
benefits during any such leave and the return from a parental leave will be governed 
by the FMLA, the Handbook for Academic Staff and, to the extent not inconsistent 
with this policy, by Rensselaer's policies for family and medical leaves of absence.  
The Office of Human Resource Services should be consulted for additional details. 
 
  4. Military Leave 
 
 When members of the faculty or staff are members of the organized reserve, 
their employment is subject to call to military duty in time of emergency.  For persons 
receiving a call to active military duty, an automatic leave of absence for the period of 
active duty will be approved by the trustees.  The leave of absence will terminate 31 
days after discharge of the person from active duty. 
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 A military leave of absence will also be granted to any faculty or full time staff 
member who is inducted, enlists or is called to extended active duty in any branch of 
the armed forces.  In these cases, the leave of absence will terminate 90 days after 
discharge of the person from active duty. 
 
 Members of the academic staff, both tenured and nontenured, will receive their 
remuneration prorated at the time of leave for active service.  Upon return from the 
service at termination of active duty, faculty members will be placed on the active 
payroll at an appropriate salary level. 
 
  5. Sick Leave 
 
     Any full-time member of the faculty is entitled to sick leave with pay and is 
entitled to receive up to a maximum of six months leave per occurrence at full salary 
as long as they are certified by their physician as being unable to perform their normal 
duties.  The Office of Human Resource Services should be consulted for specific 
details. 
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 F. Termination 
 
  1. Termination of Non-Tenured Appointments 
 
 Appointments of instructors and assistant professors may be terminated 
according to the conditions of the appointment made with Rensselaer Polytechnic 
Institute.  The renewals of such an appointment, or promotion to a higher rank, shall 
be subject to a re-evaluation of the qualifications and achievements of the individual. 
 
 Tenure track faculty in their first year of service will receive a minimum of 
three months' written notice, those in their second year of service a minimum of six 
months' written notice, and those in their third year or additional years of service a 
minimum of one year's written notice. 
 
  2. Termination of Tenured Appointments 
 
   a.  Retirement 
 
 Age is not a factor in retirement. 
 
 Only by approval of the board of trustees may a faculty or staff member, who 
has retired, be employed in any specified fiscal year. 
 
   b.  Termination of Tenured Appointments for  
       Administrative Reasons 
 
 Appointments to academic ranks carrying tenure may be terminated by 
Rensselaer Polytechnic Institute, for administrative reasons, such as financial 
exigency or discontinuance of a program or department.  In every case of financial 
exigency or discontinuance of a program or department of instruction, the faculty 
member concerned will be given notice as soon as possible, never less than 12 
months' notice.  In lieu of such notice an additional 12 months' salary must be granted 
as severance compensation unless another severance agreement is reached between 
the faculty member concerned and Rensselaer. 
 
   c.  Termination for Lack of Adequate Performance 
 
 Appointments to academic ranks carrying tenure may be terminated by 
Rensselaer Polytechnic Institute, for reasons of misconduct or dereliction of duty such 
as, but not limited to, neglecting regular and punctual performance of work, failure to 
maintain the level of training, knowledge, experience and contacts necessary to keep 
pace with developments in the individual's field, failure to observe academic or 
professional ethics, violations of the legitimate rules and regulations of the university, 
and violations of law constituting a felony or any crime involving moral turpitude. 
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 Cases of proposed termination by Rensselaer under the preceding paragraph, 
which cannot be resolved by mutual consent between the faculty member and the 
administration, will be considered by a committee of three faculty members.  One 
member will be chosen by the faculty senate, one by the dean of the faculty, and one 
by the president. 
 
 Before such a hearing, the staff member involved shall be informed by the 
administration in writing of the reasons for the proposed termination of appointment.  
The staff member shall have the opportunity to be heard in his or her own defense and 
shall be permitted to choose a faculty advisor who may act as counsel.  A record shall 
be made of the hearing and a copy filed in the Office of the Dean of the Faculty.  The 
committee, after due consideration of the matter, shall make recommendations for 
action to the university administration. 
 
  3. Resignation 
 
 Notification of resignation by a member of the faculty should, in general, be 
early enough to obviate unnecessary embarrassment to the university, the length of 
time varying with the circumstances of his or her particular case.  In accordance with 
this principle, notifications of resignation should be made as soon as possible.  It 
would be helpful if a faculty member gave notice of his or her intention to resign not 
later than three months before expiration of the academic year. 
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 G. Non-Tenure Track Faculty Procedures 
 
  1. Hiring 
 
 The hiring of a non-tenure track faculty member should be a public process 
that is modeled after the process used to hire tenure-track faculty.  For example, in 
most cases a public presentation by the candidate and interviews with the faculty, staff 
and possibly the students in a department should be part of the process.  The current 
Rensselaer policy defining when a formal search is required as part of an appointment 
process applies when hiring non-tenure track faculty. 
 
   a.  Lecturer Title 
 
 Appointments for the title lecturer are handled as follows: 
 
    1)  The tenured faculty in a department recommend to the 
department chair that a person be hired as a non-tenure track faculty member in that 
department, with a specific title chosen from the titles in Section II.A.3, following a 
public interview process. 
 
    2)  If the department chair accepts this recommendation, 
the chair works with the tenured faculty to define (1) the specific roles and 
responsibilities for the appointment, (2) the relative weights of the evaluation criteria 
categories for the appointment (see below), and (3) the terms and conditions for the 
appointment, including the duration of the appointment, the possibility of 
reappointment, the time frame for notification of intent to reappoint, and whether the 
appointment is full-time or part-time (i.e., time commitment per week).  In addition, 
the chair consults with Human Resource Services to determine whether the 
appointment is eligible for benefits. The resulting appointment recommendation is 
forwarded to the appropriate academic dean. 
 
    3)  The academic dean makes the final decision and 
formally executes the appointment. 
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Academic
Dean
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Appointment Details 
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    Relative weights for evaluation criter
    Terms and conditions

 
Appointment of the Lecturer Title 
 
   b.  Adjunct Titles 
 
 Appointments with the titles adjunct lecturer, adjunct assistant professor, 
adjunct associate professor and adjunct professor are made using a process similar to 
the process used for lecturer titles, except that the public interview is optional. 
 
   c.  Research, Clinical and Instructor Titles 
 
 Appointments for these non-tenure track titles are handled as follows: 
 
    1)  The tenured faculty in a department recommend to the 
department chair that a person be hired as a non-tenure track faculty member in that 
department, with a specific title chosen from those in Section II.C.3, following a 
public interview process. 
 
    2)  If the department chair accepts this recommendation, 
the chair works with the tenured faculty to define (1) the specific roles and 
responsibilities for the appointment, (2) the relative weights of the evaluation criteria 
categories for the appointment (see below), and (3) the terms and conditions for the 
appointment, including the duration of the appointment, the possibility of 
reappointment, the time frame for notification of intent to reappoint, and whether the 
appointment is full-time or part-time (i.e., time commitment per week).  In addition, 
the chair consults with Human Resource Services to determine whether the 
appointment is eligible for benefits. The resulting appointment recommendation is 
forwarded to the appropriate academic dean. 
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    3) If the academic dean approves this appointment, it is 
forwarded to the dean of the faculty with the academic dean’s endorsement added. 
 
    4)  The dean of the faculty makes the final decision and 
formally executes the appointment. 
  

Department
Tenured Faculty 

Department
Chair 

Academic
Dean

Recommendation

Public Interview Process

Appointment

Appointment Details 
    Specific roles and responsibilities 
    Relative weights for evaluation criteria
    Terms and conditions

Dean of 
Faculty 

Endorsement 

 
Appointment of Major Non-Tenure Track Titles 
 
  2. Evaluation 
 
 Evaluation of non-tenure track faculty members should be based on the 
relevant evaluation criteria defined in Section II-C-2-d for tenure-track faculty.  For 
the purposes of this evaluation, these criteria shall be organized into the following 
five categories: (1) teaching, (2) professional development, (3) scholarly activity and 
research, (4) national reputation, and (5) service. 
 
 Since the roles and responsibilities of non-tenure track faculty appointments 
vary between schools and departments at Rensselaer, the relative weights placed on 
each of these five categories must also vary accordingly between appointments.  As a 
result, the appointment letter for a non-tenure track faculty member must specify the 
relative importance of each of these five categories as will be reflected in an 
evaluation of the achievements of this individual for the purposes of promotion, 
salary raises and reappointment. 
 
 For the purposes of evaluation, professional development is defined to be 
continued learning and/or practice in the field of expertise. 
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   3. Promotion 
 
Consideration of promotion of an individual from one rank to the next within a 
particular category of non-tenure track faculty titles can be initiated either by the 
individual or by the individual’s department chair.  The process of promotion 
proceeds as follows: 
 
    1)  The individual’s promotion case is evaluated by the 
tenured faculty in the department, producing a recommendation to the department 
chair. 
 
    2)  If the department chair accepts this recommendation, 
the promotion case is forwarded to the appropriate academic dean with the 
department chair’s endorsement added. 
 
    3)  If the academic dean approves this promotion case, it 
is forwarded to the dean of the faculty with the academic dean’s endorsement added. 
 
    4)  The Dean of the Faculty makes the final decision for 
the promotion case. 
 
 The content and format of the promotion case is modeled after the content and 
format of a promotion and tenure case for tenure track faculty. 
 
 It is recommended that all non-tenure track faculty maintain a career portfolio 
that is updated on a yearly basis to reflect the accomplishments of the individual.  
This career portfolio is then used as the basis for the promotion case. 
 
 Promotion decisions should be made based on the educational attainment level 
appropriate for the particular profession as a whole. 
 
 Non-tenure track faculty will be considered for promotion at reasonable 
intervals consistent with the corresponding intervals for tenure-track faculty. 
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Promotion for Non-Tenure Track Titles 
 
   4. Reappointment 
 
 If there is consideration for reappointment, the reappointment begins with an 
evaluation and recommendation for reappointment by the tenured faculty in a 
department.  The process then proceeds as in the appropriate hiring process defined 
above, beginning at step 2. 
 
 An individual holding a renewable non-tenure track faculty title is entitled to 
advanced notice of intent to renew the contract.  In this case, the appointment letter 
should specify when notification of intent to reappoint will be made.  The following 
policy should be used: 
 
 For renewable appointments of one year duration, notification should be made 
at least 90 days prior to the end of the appointment. 
 
 For renewable appointments of greater than one year duration, notification 
should be made at least one term prior to the end of the appointment. 
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   5. Benefits and Leaves 
 
 Rensselaer offers comprehensive benefits and leave programs.  Among some 
of the benefits offered are medical, dental, life and long-term disability insurances, 
and tuition benefits for employees, spouses and dependent children.  Among some of 
the types of leaves offered are leaves of absence, sick leaves, parental leaves and 
military leaves.  There are specific criteria that determine if an employee is eligible to 
participate in a particular benefit or leave program.  All questions regarding benefits, 
leaves and eligibility should be addressed to the Office of Human Resources and 
Institute Diversity. 
 
 All individuals holding research titles, clinical titles, and lecturer titles are 
eligible for sabbatical leaves for the purposes of professional development through 
study, research, scholarly activity or consulting in the practice.  All requests for 
sabbatical leave require the approval of the department chairperson, the respective 
academic dean, and the dean of the faculty, prior to approval by the president.  To 
receive full consideration, completed requests for sabbatical leave should be 
processed through the appropriate channels and filed with the dean of the faculty no 
later than April 1.  Response will be made as soon as possible, usually within two 
weeks.  The sabbatical leave provides up to six months of unpaid leave with 
continuing benefits, upon completion of twelve semesters of service. 
 
 While on leave, the faculty member’s performance will be reviewed in the 
normal way for a salary increment. 
 
 Any member of the Rensselaer non-tenure track faculty who accepts a 
sabbatical leave thereby is obligated to return to Rensselaer for at least one complete 
year of service or until the end of their current contract, whichever occurs first.  The 
faculty member is also obligated to submit to the president, through normal 
administrative channels, a special report covering professional activities during his or 
her absence. 
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III. FACULTY RESPONSIBILITIES 
 
 A. Academic Freedom and Responsibility 
 
 The Rensselaer faculty are members of a learned profession and are citizens 
whose actions reflect on the character of the institution of which they are a part.  
They should recognize the obligation this carries.  When they speak or write as 
individuals, they should endeavor to make it clear that they do not speak for the 
university. 
 
 The faculty member is entitled to full freedom of research and in the 
publication of results, subject to the adequate performance of other academic duties.  
The faculty member is entitled to freedom in the classroom in discussing the subject, 
but should be careful not to introduce into the teaching controversial matter which 
has no relation to the subject. 
 
 Other responsibilities of faculty members include:  they should constantly seek 
the truth and become more proficient in their areas of competence;  they should pass 
on to their students a respect for knowledge and a deep awareness of its uses;  they 
should continually seek to improve their methods of transmitting knowledge to their 
students and of helping them to learn how to develop new knowledge 
independently; they should share their expertise with their colleagues, when needed, 
so that the concept of a community of scholars will be enhanced; and although they 
must keep their individuality, they should exemplify in their conduct the 
professionalism, the ethics, and the generosity of spirit which typify the ideal 
scholar. 
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   B. Work Load 
 
  1. Basic Work Load 
 
   a. Tenure Track Faculty 
 
 A basic work load for members of the regular academic staff is measured as 
the equivalent of the teaching of 12 credit hours per term together with incidental 
academic assignments. 
 
 When a faculty member undertakes other major academic activities and 
responsibilities such as research, writing, committee work, or advising, it is 
expected that the individual's teaching schedule will be correspondingly adjusted as 
much as is practical. 
 
 No member of the adjunct faculty may teach more than one course per 
semester, and preferably only one course per academic year. 
 
   b. Research Faculty 
 
 The basic work load for research faculty is measured by a full time 
commitment to the performance of research or as modified by the letter of 
appointment. 
 
  2. Extra Work Outside the Academic Year 
 
 Academic personnel may undertake additional assignments, outside the 
regular academic year.  Such work must be authorized in advance by the Office of 
the Dean of the Faculty using the supplemental employment form, through the 
department chairperson and the dean of the school.  (Also, see section II-B-2 on 
summer supplemental pay.) 
 
  3. Teaching as an Overload 
 
 Normally, the basic work load for a member of the regular academic staff 
will encompass all expected duties.  Occasionally a regular faculty member may be 
asked during the academic year to accept an assignment over and above the regular 
work load planned for that year.  In such cases, additional compensation will be 
allowed the individual at a rate to be mutually agreed on between the individual and 
the dean of the school and approved by the Office of the Dean of the Faculty.  
Policies for overload assignment and compensation are developed by the School 
and/or the office sponsoring the function the faculty member is asked to perform, 
and approved by the Office of the Dean of the Faculty. 
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  4. Student Advising 
 
 All faculty members have a responsibility to advise students on academic 
matters from time to time.  Those who have indicated willingness to participate in 
the undergraduate advising program or who are serving as program advisors to 
graduate students take on an additional obligation; in particular, they should 
schedule office hours when they will be available to students during the term, 
schedule extra hours during the first two weeks of the term and during the two-week 
period prior to last day for program adjustments, be available to their advisees 
during the fall and spring registration periods, and on the late registration date prior 
to each term.  To assist the faculty advisors the following offices offer the services 
listed. 
 
 The director of academic advising coordinates academic advising and has 
responsibility for program adjustments and change of curriculum, overloads and 
underloads, academic standing and prizes, academic dismissal and readmission, 
interpretation of and exception to academic regulations. 
 
 The dean of students has responsibility for personal counseling, withdrawals, 
leaves of absence, transfers out of Rensselaer, and "NE" grade authorization. 
 
 The registrar coordinates the cross registration with consortium colleges, 
transfer credit, permission to take courses in another college during the summer, and 
veterans' certification. 
 
  5. Committee Service 
 
 It is necessary to bring faculty opinions to bear upon decisions which have a 
significant effect on the academic life.  In committee work, faculty members engage 
in activities which require, for their proper performance, the interests and 
professional competence of faculty members. 
 
 Faculty members have the duty to themselves and to Rensselaer to determine 
by what means they can make the greatest contribution.  To assure the opportunity 
for such consideration, service on committees is voluntary.  In view of the right to 
decline, acceptance of an appointment to a committee is understood to be for the 
purpose of active participation, with recognition of the time and effort involved. 
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   C. Teaching Activities 
 
  1. The Course Syllabus 
 
 So that students will understand what is expected of them as they begin a 
specific course, we ask faculty to provide them with the following information at the 
beginning of each semester. 
 
  a. Course number and title. 
 
  b. Instructors name, office number and campus telephone 
numbers. 
 
  c. Title of text(s) and an indication of exactly how much the 
assigned book(s) will actually be used. 
 
  d. Times and place of instructor's office hours. 
 
  e. Dates and time of all major exams. 
 
   f. Specific assignments (at least for the first 3 weeks, longer if 
possible; the entire semester is best). 
 
  g. Attendance policy (if any). 
 
  h. Specific grading criteria including the fraction of the total 
grade determined by each part of the course (e.g., exams, papers, recitation 
performance, homework, labs, projects, etc.); whether a single poor performance 
will be dropped or weighed lower; the way students may appeal grades. 
 
  i.  A specific statement regarding academic integrity to include: 
 
    Trust - Student-teacher relationships are built on trust.  
Students must trust that teachers have made appropriate decisions about the 
structure and content of the courses they teach, and teachers must trust that the 
assignments which students turn in are theirs.  Acts which violate this trust 
undermine the educational process. 
 
    Cheating - What constitutes cheating?  Is working in 
groups on homework permitted?  The Rensselaer Commission on Academic 
Integrity suggests the following wording:  "Collaborative or group work is permitted 
except when explicitly forbidden (e.g., take home exams or computer projects.) 
 
    Academic Dishonesty and Procedures for Responding - 
The Rensselaer Handbook of Student Rights and Responsibilities, which is available 
from the Dean of Students Office, defines various forms of academic dishonesty and 
procedures for responding to them.  All forms are violations of the trust between 
students and teachers.  Students should familiarize themselves with this portion of 
the handbook and should note that the penalties for plagiarism and other forms of 
cheating can be harsh.  A copy of the procedures to be followed by faculty for 
responding to issues of academic dishonesty can be obtained from the Dean of 
the Faculty Office.  
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  2. Class and Examination Schedules 
 
 The class hour schedule is constructed by the scheduling office which works 
from student registration and information from the departmental officers.  The 
scheduling order of priority is as follows:   
(1) minimum course conflict based on student course enrollment, (2) maximum 
classroom utilization, and (3) faculty preference for the time and room.  In addition, 
consideration is given to pedagogical needs of the class: e.g., audiovisual aids, etc. 
 
 Once a class or examination schedule has been established, an instructor 
should not alter it unless the consent of every student in that course has been 
obtained.  When such action is anticipated, it is the instructor's responsibility to 
make sure that complete consent is secured; this is particularly important in the case 
of rescheduling final examinations.  (See also item 5 below.)  All schedule changes 
must be reported to the department chairperson concerned and to the scheduling 
office. 
 
  3. Credit Hours and Contact Hours 
 
 The unit of academic credit is the credit hour, while contact hours are the 
number of actual class hours per week.  For formal course work, one credit hour 
represents one lecture or recitation hour or one laboratory period per week for one 
term. 
 
 Approximately three hours of total student endeavor per week, both in and 
out of class, are associated with each credit hour.  Thus, for instance, in a three-
credit-hour lecture course the typical student would spend three hours per week in 
class and six hours per week in preparation, homework, etc.  Faculty members are 
expected to keep this factor in mind when planning their course assignments. 
 
  4. Attendance 
 
 Requirements for class attendance are generally determined by the academic 
department concerned.  Each instructor should make these requirements clear at the 
beginning of the course.  When, in the opinion of the instructor, a student's 
attendance is unsatisfactory, the instructor should report this to the dean of students. 
 
 The instructor is responsible for the academic standards held to and asked for 
by Rensselaer.  The instructor who defers a class or changes the class schedule for 
any reason is still responsible for arranging for the work that is missed.  The entire 
class must agree with any change in class meeting schedule. 
 
 An instructor who is unable to attend class on account of illness, 
emergencies, etc., should notify the department chairperson as early as possible so 
that appropriate arrangements can be made. 
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 The university's policy with regard to excused class absences for members of 
authorized Rensselaer Union organizations for whom events are scheduled, such as 
members of athletic squads and the glee club, is as follows:  Students are excused 
from class attendance during the time they are actually away from campus or during 
the hours of events that take place on campus.  However, excused students are still 
responsible for all of the required academic work. 
 
 A faculty member wishing to check as to whether or not an excuse for 
absence under this rule is valid should call the Office of the Dean of Students where 
a record of such excused absence is kept on file. 
 
  5. Minimum Class Size 
 
 In an effort to provide quality instruction at reasonable cost, Rensselaer 
Polytechnic Institute has established a policy of scheduling undergraduate classes for 
a minimum enrollment of at least ten students per class.  In special cases when 
exceptions must be made, the approval by the dean of the school concerned is 
required for authorization for classes with enrollment below the minimum.  
Undergraduate and graduate research and thesis work, and self study programs as 
approved by the department, are permitted. 
 
  6. Student Rights in the Classroom  
 
 Students have the right to be informed about the content and educational 
intent of a course and about the procedures and standards by which they are to be 
evaluated. 
 
 Accordingly, at the beginning of each course, students should be provided 
with: 
 a. a syllabus of the course including content and objectives as 
appropriate. 
 
 b. the policies which govern various factors used in the 
evaluation process along with a description of the method by which the final grade 
will be determined.  Factors to consider are homework, examinations, projects, 
papers, laboratory work, attendance, etc.  Should changes in the content, procedures, 
or standards become necessary, the reasons for these changes should be explained to 
the class.   
 
 c. a statement of definition of academic dishonesty where such 
may be open to question.  Particular attention should be paid to collaboration on out-
of-class assignments.  The official policy with regard to academic dishonesty may be 
found in The Rensselaer Handbook of Student Rights and Responsibilities. 
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  7. Examinations 
 
 Examinations are required in all subjects.  However, the form of the 
examination is left to the discretion of the individual faculty member.  This permits 
the use of reports such as those given in laboratory courses, the use of term papers, 
take-home problems of long duration, as well as the formal three hour period of final 
examination.  Each person conducting a class or laboratory is to determine that no 
unfair practices are used by students taking tests and other final examinations.  (See 
also section III-F-1.) 
 
  8. Study-Review Period 
 
 The last two days of the term prior to each final-examinations week is 
designated as the "Study-Review Period".  During this period:  (1) no assignments 
can be due or finals given; (2) class attendance is optional; (3) only review material 
may be introduced. 
 
 Students are still obligated to attend lab periods which cannot be rescheduled 
to an earlier date or which cannot be canceled because they are essential 
requirements of a particular course. 
 
  9. Reporting of Grades 
 
 To facilitate the work of Rensselaer's registrar in completing the grade 
records of each student at the end of the term, each faculty member conducting a 
class or laboratory is expected to complete the records of grades and place them with 
the department's office so that the record may be transmitted to the registrar by the 
date and time specified at the close of each semester. 
 
 Procedures for grade transmittal are detailed on the cover sheet for the grade 
forms distributed by the registrar's office.  Promptness and accuracy of grade 
transmittal to the registrar is a significant faculty obligation. 
 
  10. Academic Regulations 
 
 Academic regulations are detailed in the Rensselaer Catalog, which can be 
obtained from the Admissions Office.  Student academic rights and responsibilities 
are outlined in The Rensselaer Handbook of Student Rights and Responsibilities, 
which can be obtained from the Dean of Students Office.  All faculty members 
should be familiar with the content of these publications. 
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   D. Professional Activities 
 
  1. General Policy 
 
 The policy of the university is to provide its academic personnel with 
abundant opportunity for scholarly expression and development in research, 
consulting work, inventive talent, publication, and public service. 
 
  2. Publications 
 
 The university encourages members of the faculty in the production of works 
of both cultural and professional interest.  This includes the publication of scholarly 
papers describing advances in research or in such items as teaching skills and 
equipment.  It encourages the production of texts which may be used at the 
university and may be adopted for use in other institutions. 
 
 In order that activities of faculty members are not only duly noted but 
become a part of the permanent record of the university, each member of the staff 
should send one copy of any published paper to the dean of the appropriate school.  
In addition, one copy should be sent to the Folsom Library for the Rensselaer 
collection. 
 
  3. Professional Societies 
 
 The university encourages participation by its faculty and staff members in 
professional and learned societies, including the presentation of papers before such 
societies and publication of these papers in the proceedings of the meetings held by 
these organizations. 
 
  4. Consulting 
 
 Faculty or staff members have the privilege to undertake consulting work of 
a type which will advance their professional standing, provided it does not interfere 
with their university duties, and does not require time in excess of one equivalent 
day per week during the academic year.  Acceptance of such work should be 
reported to the dean of the school concerned.  Deans will report their consulting 
activity to the president. 
 
 Prior to signing patent agreements with companies for whom they intend to 
do consulting, faculty should submit such agreements for approval by the university 
patent attorney.  This will assure that their rights will be protected and that their 
agreements will not be in violation with the patent agreement which they have 
signed with the Institute. 
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 Where university facilities are used extensively in these professional or 
consulting activities, it will, in general, be considered as university research and 
conducted by contract with Rensselaer. 
 
 With respect to conflicts of interest involving consulting work, see "Conflict 
of Interest" in section V. 
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   E. Professional Ethics 
 
 The purpose of this section is to highlight some difficult situations that may 
challenge a faculty member's professional ethics.  It is hoped that all members of 
Rensselaer, regardless of position, would share the common values that nurture the 
development and well being of themselves, each other and the Institute.  In addition, 
it is expected that no one -- especially faculty in privileged positions of leadership 
and power -- would exploit their position for personal advantage. 
 
  1. Intellectual Integrity 
 
 In an academic institution the application of the concept of intellectual 
integrity is closely linked to the principle of academic freedom, which gives a great 
deal of freedom and responsibility to individual faculty members.  This principle is 
based on the premise that the intellectual integrity and vitality of our institution is 
best maintained by minimizing institutionalized constraints associated with the 
development and exchange of knowledge. 
 
 In operationalizing this ideal, faculty have a critical role in creating an 
environment where both faculty and students: (a) feel comfortable to test their ideas 
in the "intellectual arena"; (b) feel obligated to communicate the truth as they know 
it; (c) recognize that everyone's perceptions are in part based on their own unique 
experiences and may not be a completely objective reflection of reality; and (d) 
share a common value to search for truth and to confront (with sensitivity) biases 
and misconceptions in our maps of reality. 
 
  2. Professional Conduct 
 
  In the normal course of their professional careers faculty engage in a wide 
variety of activities, including teaching, research, consulting, community service, 
and participation in professional organizations.  As members of the Rensselaer 
community, the faculty must carry out these activities with high standards of 
professional conduct. 
 
 While these standards might be detailed to a large extent, perhaps one 
"litmus test" to judge the appropriateness of the conduct is periodically to question 
the level of discomfort that would be felt should the nature of the activity become 
public knowledge.  Clearly, if the details of an activity need to be kept secret, such 
conduct could well be "ill advised" in the first place.  (See also section V concerning 
the Policy on Conflict of Interest). 
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  3. Student-Faculty Relationships 
 
 The Rensselaer faculty have a clear responsibility to the students.  As 
teacher, the faculty member must not only instruct the student, but evaluate the 
student's performance and provide guidance to the student.  Implicit in the teacher-
student relationship is the power asymmetry and the profound responsibility the 
faculty member has to the student, a responsibility that must be exercised with due 
respect and sound judgment. 
 
 Because of this power asymmetry, a faculty member should exercise extreme 
care before entering into other types of relationship with a student, especially one in 
which a less powerful partner can be easily compromised.  Examples of such 
relationships are romantic liaisons, consulting associations and business 
partnerships.  Even if the relationship meets all ethical standards, such a relationship 
is usually ill-advised because it might be construed as a conflict of interest and may 
cause resentment among other students.  Additionally, the faculty member may be 
called upon to sit in on an institute-wide committee which must -- either directly or 
indirectly -- review the student's performance. 
 
  4. Other Faculty Relationships 
 
 As "proprietors" of Rensselaer, faculty explicitly have organizational (or 
managerial) responsibilities that extend beyond their responsibilities as individual 
teachers and researchers.  Thus, the power asymmetry that is explicit in student-
faculty relationships, is also implicit in most staff-faculty interactions.  Accordingly, 
similar cautions are urged to avoid misuses of power and conflicts of interest. 
 
  5. Discrimination 
 
 Rensselaer is committed to a working and learning environment that is free 
of discriminatory practices.  In accordance with federal laws, executive orders, state 
regulations and Institute policies, a person may not be discriminated against because 
of his or her race, color, sex, religion, national origin, age, marital status, veteran's 
status, handicap or sexual preference. 
 
 As part of the Rensselaer community, the faculty should neither engage in 
nor condone such practices.  It is the responsibility of the faculty to be aware of any 
acts of discrimination and to encourage the victim to seek relief or redress through 
the formal chain of supervision or by filing a complaint of discrimination with the 
Institute's affirmative action advisor to the President.  Formal procedures are 
available both for filing a complaint and for appealing the findings and 
recommendation of the affirmative action advisor.  Contact the Office of Human 
Resource Services for details. 
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  6. Sexual Harassment 
 
 Sexual harassment is a form of sex discrimination.  Members of the faculty 
should promote a learning environment free of all forms of sexual harassment. 
 
 For example, it would be ill advised for faculty members in the ordinary 
course of their interactions with students, to make sexual advances, to use sexual 
humor, to display pornographic material, to make sexually-biased derogatory 
statements, to offer sexually-biased compliments, or to use crude sexual language.  
A faculty member who has responsibility for a student's grades, salary, or career 
advancement, should not exploit the student by making sexual acts or activities a 
condition for favorable treatment. 
 
 Faculty members should recognize that students are often in a poor position 
to object to sexual harassment.  Therefore, faculty members who observe sexual 
harassment by others are encouraged to take action on behalf of the victim.  The 
action may be through informal discussions with the offender or through the formal 
complaint procedure, at the discretion of the faculty member. 
 
 Faculty members have a responsibility to avoid sexual harassment of other 
faculty and staff.  In situations where a faculty member has responsibility for the 
career advancement, promotion, or salary actions of another faculty or staff 
member, sexual advances, sexually-based derogatory statements, or sexually-based 
compliments are especially inappropriate.   
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 F. Other Responsibilities 
 
  1. Student Discipline 
 
   a. Academic Honesty 
 
 Rensselaer does not have an official academic honor code; therefore, the 
faculty plays a major role in problems of academic honesty.  A faculty member who 
becomes aware of student dishonesty has two possible courses of action, depending 
on the nature and severity of the infraction:  (1) the student may be dealt with on an 
individual basis, or (2) the incident may be reported to the Office of the Dean of 
Students.  In the latter instance, the case may be heard by the student judicial board, 
whose recommendation is sent to the Dean of Students for review and disposition.  
Cases may also be brought before the Board by a student.  If a student is dealt with 
on an individual basis, the action taken is to be reported to the dean of students. 
 
 Faculty members having any questions about matters of academic honesty 
should contact the dean of students. 
 
   b. Conduct Regulations 
 
 Student conduct regulations are detailed in the students' The Rensselaer 
Handbook of Student Rights and Responsibilities.  All faculty members should have 
a current copy and should be familiar with its contents. 
 
 A faculty member who becomes aware of a minor infraction may deal with it 
individually.  Serious infractions should be reported immediately to the Office of the 
Dean of Students or, in situations threatening imminent danger to persons or 
property, to the Office of Public Safety.  Faculty cooperation is particularly 
important in the control of theft and unauthorized possession of keys. 
 
 Charges of violation of conduct regulations may be heard by the student 
judicial board. 
 
   c. Potential or Impending Violations 
 
 A faculty member who has reason to believe that an individual or group is 
planning actions that would result in violation of the conduct regulations should 
report this information immediately to the dean of students. 
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  2. Safety Regulations 
 
 Every employee of the university is expected to use maximum precaution in 
observing rules for safety and in reporting to the Office of Risk Management and 
Loss Prevention any safety hazard observed or any injury noted which has been 
sustained by an employee or student, while on the university property or in its 
buildings. 
 
 The New York State Workers' Compensation Law requires that reports of 
on-the-job accidents must be reported by the employer no later than 10 days from 
the date of the accident. 
 
 The university requires that personnel having on-the-job accidents must 
report these accidents to department chairpersons as soon as possible.  The 
department chairperson's immediate memorandum of notification to the Office of 
Risk Management and Loss Prevention then permits the university to report within 
the prescribed 10 days. 
 
 Special attention is called to regulations for radiation safety in those 
departments and laboratories employing radiation devices and radioactive materials 
of any kind.  The regulations and procedures for use of the radioactive material and 
the radiation-producing machines can be found in the Rensselaer manual, "Radiation 
Safety Regulations and Procedures", dated February 1, 1994.  A copy of these 
procedures and technical assistance on radiation safety may be obtained from the 
director of Radiation and Nuclear Safety.   
 
  3. Maintenance of Public Order 
 
 In response to the Henderson Act, the rules for maintenance of public order 
were filed on June 11, 1981.  These rules appear at the end of this section. 
 
  4. Public Relations 
 
   a. Reporting Activities Suitable for Publicity 
 
 Each member of the Rensselaer community is requested to advise the Office 
of News and Communications about events that may have news value.  Advance 
notification is helpful in order to properly determine newsworthiness and to prepare 
appropriate releases. 
 
 Examples are activities that have broad appeal to the general public, 
technological and social accomplishments that have the potential for impact on 
society or an industry, and major personal achievements. 
 
 In addition, professional recognitions that would interest campus colleagues 
are of value for Rensselaer's internal communications.   
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   b. Reporting Adverse News 
 Any incident which could be detrimental to Rensselaer, or members of its 
faculty, student body and staff should be reported immediately to the Office of News 
and Communications.  If outside office hours, the Office of Public Safety should be 
requested to inform the Director of the News and Communications or the director's 
delegate immediately. 
 
   c. News Media Relations 
 
 News and Communications serves the news media as the central and official 
source for information about Rensselaer.  Reporters seeking official university 
information should be referred to News and Communications. 
 
 In addition, it is requested that News and Communications be informed of 
inquiries from reporters who have not been directly referred by that office in order 
that it can remain abreast of developing stories. 
 
  5. Student Bill of Rights 
 
 Faculty are responsible for being aware of the content of the Student Bill of 
Rights.  This document is useful when questions arise concerning student rights and 
Institute prerogatives.  It may be found in the students' The Rensselaer Handbook of 
Student Rights and Responsibilities. 
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RULES FOR MAINTENANCE OF PUBLIC ORDER 
 

On April 21, 1969, Governor Rockefeller approved a State Law called the 
Henderson Act which requires all colleges and universities to adopt regulations for 
the "maintenance of public order on college campuses and other college property 
used for educational purposes and provide a program of enforcement thereof."  The 
law required each college to file such rules and regulations within 90 days.  The 
Secretary of Rensselaer, acting for the Trustees of the university, filed on June 11, 
1981, the following document. 
 
 
THE HENDERSON ACT (EDUCATION LAW SECTION 6450) requires: 
 
The trustees or other governing board of every college chartered by the regents or 
incorporated by special act of the legislature shall adopt rules and regulations for 
the maintenance of public order on college campuses and other college property 
used for educational purposes and provide a program for the enforcement thereof.  
Such rules and regulations shall prohibit, among other things, any action or 
situation which recklessly or intentionally endangers mental of physical health or 
involves the forced consumption of liquor or drugs for the purpose of initiation 
into or affiliation with any organization.  Such rules and regulations shall govern 
the conduct of students, faculty and other staff as well as visitors and other 
licensees and invitees on such campuses and property.  The penalties for violations 
of such rules and regulations shall be clearly set forth therein and shall include 
provisions for the ejection of a violator from such campus and property, and in the 
case of a student or faculty violator his/her suspension, expulsion or other 
appropriate disciplinary action and in the case of an organization which authorizes 
such conduct, recision of permission for that organization to operate on campus 
property.  Such penalties shall be in addition to any penalty pursuant to the penal 
law or any other chapter to which a violator or organization may be subject.  A 
copy of such rules and regulations which prohibit reckless or intentional 
endangerment to health or forced consumption of liquor or drugs for the purpose of 
initiation into or affiliation with any organization shall be given to all students 
enrolled in said college and shall be deemed to be part of the by-laws of all 
organizations operating on said campus which shall review annually by such by-
laws with individuals affiliated with such organizations. 
 
Academic freedom is essential to a university community.  Freedom of speech and 
freedom of assembly are essential to academic freedom.  Every member of the 
academic community should be free to pursue full involvement in the educational 
process of the university without interference from others. 
 
All members of the university community should be able to express their views by 
words and actions and to express by words and actions and to express by words 
and actions their opposition to the views and opinions of others.  In order to 
preserve these rights every member of the university community have a  
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responsibility to conduct themselves so that such rights may be exercised without 
interfering with the rights of others and without fear of violence or injury or 
interference. 
 
The following rules and regulations are adopted to maintain public order on the 
university campus and other university property. 
 
 1. Any act which would constitute a violation of Federal, New 

York, or local law if committed off-campus is prohibited on-
campus or on other university property.  

 2. No unauthorized person or persons shall interfere with 
reasonable and free access to, exit from and normal use of any 
university building, classroom, or other university premises. 

 3. No unauthorized person or persons shall interfere with the 
freedom of movement or speech of any individual or group. 

 4. When a speaker is the object of protest or controversy, no 
unauthorized person or persons shall take any sign or other 
demonstration impediments into the building where the speech 
is to take place. 

 5. Every person who attends any lecture, speech, discussion or 
public event shall treat all participants in an orderly and 
reasonably courteous manner. 

 6. No unauthorized person or persons shall disrupt or interfere 
with classes, educational activities, or any events sponsored by 
any university officer or official, faculty group, or student 
group. 

 7. No unauthorized person or persons shall utilize or threaten 
physical force, physical harassment or physical obstruction. 

8. No person or persons shall use language or actions likely to 
provoke or encourage physical violence. 

9. No person or persons shall use in public, language or gestures 
which are unreasonably abusive or obscene. 

10. No person or persons shall, without proper authority, occupy 
any university buildings or premises. 

 11. No person or persons shall examine, disturb or destroy 
university records without permission of the person authorized 
to deal with such records. 

 12. No person or persons shall cause injury or damage to person or 
property. 

 13. Any action or situation which recklessly or intentionally 
endangers mental or physical health or involves the forced 
consumption of liquor or drugs for the purpose of initiation into 
or affiliation with any organization is prohibited. 
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 14. The possession of any rifle, shotgun or firearm in or upon the 
university campus or other university property is prohibited. 

 15. In addition to complying with the requirements of the foregoing 
specific regulations, which are not exhaustive, members of the 
academic community shall conduct themselves in a manner 
which does not unreasonably disrupt the academic community 
or unreasonably infringe upon the rights of others. 

 
Procedures 
 
When requested by the Dean of Students or designee, persons engaged in any 
demonstration, meeting or other occasion on campus or on university property 
used for educational purposes or on other university property shall identify himself 
in a manner satisfactory to the Dean or designee. 
 
Only peaceful demonstrations are appropriate in an academic community and the 
Trustees are confident that no member or group of the Institute community will go 
beyond the bounds set by these regulations.  In order to safeguard the interests of 
all members of the university community, it is requested that those planning a 
demonstration inform the  Office of the Dean of Students as far in advance as is 
reasonably possible of any planned demonstration, its proposed locale and the 
object of intended protest, or other purpose. 
 
At any demonstration, meeting, or other occasion, judgment as to whether the 
regulations are being observed shall be made at the scene by the Dean of Students 
or designee.  The Dean of Students or designee may, before making a judgment, 
consult with appropriate individuals at the scene who are not involved in the 
demonstration, meeting, or other occasion. 
 
Responsibility for exercising such judgment shall rest solely with the Dean of 
Students or designee.  It must be emphasized that judgment as to whether the 
regulations are being observed shall not be exercised by demonstrators, those 
demonstrated against or spectators in contradiction to the expressed judgment of 
the Dean of Students or designee, except at the risk of such individuals. 
 
If the Dean of Students or designee at the scene of any demonstration, meeting or 
other gathering determines that one or more of the regulations are being breached, 
he or she will request the participants to modify their conduct so as to comply with 
the regulations, indicating briefly and informally the nature of the breach of 
regulations and the requested corrective action.  All participants and spectators 
shall comply immediately, fully and cooperatively with the requests of the Dean of 
Students or designee. 
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Should any participant or spectator decline to comply with the requests of the Dean 
of Students or designee, they shall be subject to ejection from the campus and, in 
the case of students, faculty and other staff subject to disciplinary action by the 
university including suspension, expulsion, or other disciplinary action.  Thereafter 
if, in the judgment of the President or any one of the President’s designees, there 
appears to be a clear and present danger of injury to person or property, or 
disruption of university operations is threatened, the President or designee shall 
seek the aid of Public Safety, the courts or other civil authority in maintaining or 
restoring order, including, when appropriate, ejection of the violators from the 
campus or other university property used for educational purposes or other Institute 
property. 
 
Hearings and Disciplinary Action 
 
In the event that any student, group of students, organization, member of the faculty 
or staff becomes subject to disciplinary action as provided for in these rules and 
regulations steps shall be taken to determine whether  
 
The regulations have been breached, or 
 
The person(s) so violating willfully disobeyed any reasonable request of the Dean of 
Students or designee. 
 
(a) In the case of a student, group of students or organization comprised primarily of 
students, all alleged violations of the rules will be adjudicated within Rensselaer’s 
Judicial System in accordance with its procedures which are published by the 
Institute.   
 
(b)  In the case of a faculty member,  a hearing will be held by a committee 
consisting of three faculty members to be selected as follows:  two by the Faculty 
Senate and one by the President.  Such committee shall, if such a breach of willful 
disobedience is established to its satisfaction, render a decision providing for 
expulsion, suspension or other appropriate disciplinary action.  Such decision shall 
be subject to appeal to the President.   
 
The Faculty member shall be informed in writing, at least three business days before 
the hearing, of the charges to be considered.  Faculty members, who are entitled to 
individual hearings if they so choose, shall have the opportunity to cross examine, 
produce evidence and be heard in their own defense.  They shall be permitted to 
have with them an advisor of their own choosing from within the Institute. 
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(c)  In the case of any member of the staff other than faculty, a hearing will be held 
by a special committee of at least three members appointed by the President.  The 
President shall appoint the Chair.  If such breach or willful disobedience be 
established to the satisfaction of such committee it shall determine the nature and 
extent of any disciplinary action to be taken against the violator, including 
expulsion, suspension, or other appropriate disciplinary action.  Such determination 
is subject to appeal to the President. 
 
The staff member shall be informed in writing, at least three business days before 
the hearing, of the charges to be considered.  Staff members, who are entitled to 
individual hearings if they so choose, shall have the opportunity to cross examine, 
produce evidence and be heard in their own defense.  They shall be permitted to 
have with them an advisor of their own choosing from within the Institute. 
 
(d)  No person who was involved in any incident which is the subject of a 
disciplinary hearing shall sit in judgment. 
 
(e)  Nothing in these rules shall prevent an informal discussion and settlement of an 
incident through normal administrative procedures if the alleged violator shall 
request such informal settlement in writing.  Settlement of such informal discussion 
shall provide for expulsion, suspension, recision of permission for an organization to 
operate on public property or other appropriate disciplinary action.  Informal 
settlement shall not bar the right of appeal. 
 
Members of the university community are as citizens subject to penalties.  In 
addition they are subject to rules pertinent to the Institute community.  Therefore, 
any student, faculty or other staff member may be subject to disciplinary action, as 
provided herein, in addition to such penalties as may be imposed by civil authorities. 
 
In the event that visitors, licensees or invitees or other persons who are not members 
of the academic community shall decline to comply with the request of the Dean of 
Students or designee to comply with these rules, such persons shall be advised that 
they are no longer welcome on campus or on other Institute property and shall be 
requested to leave.  If such persons fail to comply with such request, the President or 
designee may resort to the courts or other civil authority to enforce the request. 
 
These rules and regulations may be amended by the Board of Trustees. 
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IV.  RESEARCH AND SPONSORED PROGRAMS 
 
  A. Introduction 
 
 This section defines university policies regarding research and other activities 
whose cost is sponsored, in whole or in part, by agencies of the government, by 
foundations, corporations or other institutions. 
 
 A companion document, Guide to Sponsored Research, is prepared and 
distributed by the Office of Contracts and Grants.  This manual describes, in detail, 
the procedures which should be followed in applying for and administering contracts 
and grants related to research and sponsored programs, and gives examples of 
applicable forms.  A copy of the manual may be obtained from the director, Office 
of Contracts and Grants. 
 
 Questions and suggestions concerning either policies or procedures for 
sponsored research should also be addressed to the director, Office of Contracts and 
Grants. 
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  B. General Policy 
 
 The university encourages members of the faculty to devote their talents to 
the development of research programs and to the pursuit of professional and 
scholarly activities which provide an environment of intellectual inquiry and 
discovery conducive to more effective education.  In general, programs at 
Rensselaer, sponsored or unsupported, originate from the ideas of faculty members 
interested in engaging in research and/or sponsored program endeavors as part of 
their normal professional activity. 
 
 Interdisciplinary activities are encouraged and generally well received by 
proposed sponsors.  Special arrangements are usually necessary, and they should 
be carefully worked out with the various groups to be involved before extensive 
proposal writing takes place. 
 
 Funding sources for faculty research at Rensselaer are widely varied.  Often 
the source is a government agency, but funding is also obtainable through 
corporations, foundations, or other private entities.  Faculty members who seek 
sponsored funding (defined as work with specific deliverances and administrative 
requirements which will be communicated or provided directly to the funding 
source) for a sponsored project should work closely with the Office of Contracts 
and Grants throughout the project. 
 
 Activities that are the result of department, school or center initiatives which 
are broad in nature and for which no specific deliverances or administrative actions 
are required, are often supported by corporations and private foundations.  
Rensselaer aggressively solicits gifts of this nature through the Office of 
Development.  Faculty seeking such support should contact the director of 
Corporate and Foundation Relations for more information. 
 
 Faculty should not make individual approaches to any funding source 
without first communicating with the appropriate office (as defined above), to help 
insure the long-term, positive relationship of the Institute with these supporters. 
 
 Faculty should also discuss any proposed research with their department 
chairperson to assure availability of space, equipment, staff, time commitments 
and related support. 
 
   1. Sponsored Research 
 
 Faculty should contact the Office of Contracts and Grants as early as 
possible after departmental approval in order to insure smooth communication and 
to follow normal institutional procedures. 
 
 
 
 
Issued 9-94     IV-B-1 



HANDBOOK FOR ACADEMIC STAFF  
__________________________________________________________________ 

   2. Gift Supported Research 
 
 Faculty should contact the director of corporate and foundation relations in 
the Development Office for information on the nature of work appropriate for 
such support and to insure coordinated communications through one of 
Rensselaer's many corporate and/or foundation partners. 
 
   3. Sponsors' Contact with the University 
 
 Most organizations sponsoring and supporting research and other programs 
at Rensselaer do so through grants, contracts, and special agreements or 
understandings which are entered into with the university rather than with an 
individual staff member.  These agreements are coordinated by the Office of 
Contracts and Grants. 
 
 Although informal faculty contact with sponsors, before or during the term 
of a contract, is encouraged, any commitment on the part of the university must 
be made through the Office of Contracts and Grants. 
 
   4. Government Classified and Proprietary Research 
 
 Rensselaer's policy stipulates that the university accept only those research 
and sponsored programs that enhance the educational process.  Thus the results 
of these programs (theses, technical papers, etc.) must be publishable in the open 
literature within a reasonable time period. This policy does inhibit, but does not 
entirely prevent government classified and industrial proprietary research or 
projects on campus which result in classified output or proprietary information.  
(In the event subsequent classification of an investigation is imposed by a 
government agency, the matter will be coordinated by the Office of Contracts and 
Grants on a case-by-case basis.) 
 
 Faculty and staff are not precluded by this policy from access to classified 
materials necessary to their work.  Access to and storage of classified materials 
and documents and the securing of necessary personnel security clearances are 
coordinated by the Office of Public Safety. 
 
   5. Contractual Responsibilities 
 
 The university acknowledges acceptance of a grant or research contract by 
execution of a formal legal document.  In this document, the university assumes 
an obligation to perform and report findings of specified research work and to 
adhere to the terms and conditions of the grant or contract. 
 
 The university expects faculty and staff to adhere to established procedures 
designed to fulfill the terms of a grant or contract. 
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   6. Conflicts of Interest 
 
 To identify and prevent, insofar as possible, conflicts of interest when faculty 
and staff members engage simultaneously in sponsored research and sponsored 
programs and in consulting activities and other endeavors within the same 
technical field, the statement of policy listed in section V applies. 
 
   7. Recovery of Research Costs 
 
 The university seeks to recover the full cost of sponsored research, including 
both direct and indirect costs.  Only in this manner is it able to use its other income 
to support teaching and related activities. 
 
 The total cost of a research project consists of those direct costs which can 
be specifically attributed to the project:  salaries of researchers, fringe benefits, 
supplies and equipment, travel expenses, etc.  Total cost also includes indirect cost 
which represents a prorata share of the university's overhead.  This overhead, 
which includes the operation and maintenance of buildings, utilities, the cost of 
research administration, and other similar expenses, is usually determined as a 
percentage of total direct costs or some other appropriate measure of the 
university's support for a research project. 
 
 Both direct and indirect costs are legitimate expenses of a research contract 
and are budgeted in a proposal.  Any request to use an indirect cost rate other than 
the established rate must be approved by the dean of the faculty or the appropriate 
dean.  Any funds not realized because of a lower than established rate will 
normally be considered as cost sharing and charged to the dean of the faculty or the 
appropriate school.  The Office of Contracts and Grants will provide on request the 
current indirect cost rate, as established by the university. 
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  C. Delineation of Research Responsibilities 
 
   1. Office of Contracts and Grants 
 
 The Office of Contracts and Grants is responsible for assisting the faculty in 
securing research funding and assuring compliance of sponsor terms and 
conditions during the life of a research project.  The Director of the Office of 
Contracts and Grants is responsible for implementing policies and procedures to 
assure compliance and also has the signing authority to accept research awards on 
behalf of the Institute. 
 
 The Office of Contracts and Grants (OCG) also has the following 
responsibilities: 
 
Information relative to potential funding opportunities is identified and made 
available to the faculty through RensSearch. 

 
Research proposals are prepared for formal submission.  OCG will work with a 
faculty member to develop COST ESTIMATES and assure that proposals are 
consistent with Institute policy and sponsor guidelines. 
 
Agreement terms and conditions are negotiated and awards are accepted on behalf 
of Rensselaer.  The principal investigator is notified of any reporting requirements 
and any restrictions relative to budget revisions, publications, travel, and 
equipment purchases. 
 
OCG reviews project expenditures and works with the principal investigator to 
assure that all the requirements contained in the research agreement are met.  Any 
requests for revisions needing sponsor approval, should be coordinated through 
OCG. 
 
Detailed records of equipment purchases are maintained and property reports, as 
required, are submitted to sponsors.  OCG is also responsible for the transfer and 
distribution of government property. 
 
Timely submission of interim and final reports are vital to the orderly conclusion 
and close-out of research agreements.  OCG maintains a report reminder system 
and notifies the principal investigator when reports are due. 
 
OCG maintains databases on the status of proposal submissions and awards 
received.  This information is provided on a regular basis to appropriate parties on 
campus. 
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   2. Principal Investigators 
 
 The principal investigator of a sponsored research project is responsible for 
both the technical aspects of the project and for adherence to the administrative 
and financial terms of the research contract. 
 
 With assistance from the Office of Contracts and Grants and the Research 
Accounting Department, the principal investigator will expend contract funds in 
accordance with the contract budget, will certify the time and effort of research 
staff, will observe established university procedures regarding purchasing of 
materials and supplies, and will provide to the Office of Contracts and Grants the 
information necessary for assuring proper administration of the contract/grant as 
requested by that office. 
 
 The day-to-day administration of a research grant or contract is the direct 
responsibility of the principal investigator named in the contract.  This 
responsibility includes supervision of the technical aspects of the project and also 
administration of staff, accounting for expenses, and fulfillment of reporting 
requirements as specified in the contract or agreement. 
 
   3. Department Chairpersons 
 
 Chairpersons are responsible for the administration of the research activities 
conducted by faculty of the department.  Department chairpersons will: 
 
assist faculty and staff in selecting appropriate research projects; confirm the 
availability of university facilities; and, recommend the appointment of research 
staff to the deans with the concurrence of the principal investigator.   
 
   4. Deans 
 
 The dean of each school is responsible for supervising the administration of 
research activities conducted by faculty of the school, approving the general nature 
and direction of research at the university. 
 
   5. Office of the Dean of the Faculty 
 
 The Office of the Dean of the Faculty is responsible for such areas as: 
 
establishing philosophy, policy and guidelines relative to the kinds of research 
programs to be pursued by the university, taking into account the educational goals 
of the school; 
 
encouraging faculty participation in research and sponsored program activities; 
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establishing and maintaining an information liaison service between sponsoring 
agencies and the university and communicating the pertinent information regarding 
areas of research potential to appropriate faculty members; 
 
annually establishing and promulgating the dates during which supplemental 
employment is allowable; 
 
establishing rates of compensation for faculty and academic staff; 
 
reviewing and approving individual research proposals; and 
 
establishing and administering a fund to be used for cost sharing in research projects 
when required and approving allocations from the fund. 
 
  6. Controller 
 
 The Office of the Controller is responsible for all financial aspects of 
sponsored activities.  The controller: 
 
recommends to appropriate officials those financial policies that allow compliance 
with contract and grant clauses and with other applicable regulations; 
 
oversees the operations of the Research Accounting Department and assures that the 
practices followed by that department are consistent with the needs of the 
researcher, the university administration, and the sponsoring agencies; 
 
reviews all financial aspects of all research and sponsored program agreements to 
assess the university's ability to comply with these conditions; 
 
takes action when necessary to assure compliance with these conditions or, 
alternatively, takes exception to those conditions to which the university cannot 
comply; 
 
makes these exceptions known to the director of the Office of Contracts and Grants 
as a basis of negotiation with the sponsor and assists in the negotiation process; 
 
negotiates with the controlling government agency the university indirect cost rate 
based on actual proposal adjusted as required for economic considerations and/or 
researcher considerations; and,  
 
is responsible for overall management of government cash funds required to support 
the programs. 
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  7. Research Accounting Department 
 
 The Research Accounting Department of the Office of the Controller is 
responsible for: 
 
performing general accounting functions in regard to the research and  sponsored 
program funding; 
 
maintaining the official records of research income and expenditures for each 
agreement; 
 
controlling charges against research agreements; 
 
providing timely periodic statements of the financial status of research projects to 
researchers; 
 
providing periodic and final financial reports as well as requests for reimbursement to 
sponsoring agencies as required by those agencies; 
 
resolving all statement and financial problems; 
 
preparing and submitting the university's indirect cost recovery rate proposals; and, 
 
assisting in preparation and approving all unit rates that will be used in determining 
charges to research accounts. 
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  D. Related Policies 
 
  1. Appointments 
 
 Appointments of research personnel are made in accordance with section II of 
this Handbook. 
 
   2. Benefits 
 
 The Office of Human Resource Services should be consulted for complete 
information concerning retirement, health, disability, and other benefits which apply 
to regular full-time employees.  A listing of benefits appears in section VIII of this 
Handbook. 
 
   3. Patents and Rensselaer's Intellectual Property Agreement 
 
 The Intellectual Property Policy was approved by the Rensselaer Faculty 
Council on February 9, 1988 and by the Rensselaer Board of Trustees of May 21, 
1988.  Acceptance of the Intellectual Property Policy is a condition of employment 
by Rensselaer.  Copies are available from the Office of Patents and Licensing and 
the Office of the Dean of the Faculty. 
 
 Patentable material is submitted through the Patents and Licensing Office 
which decides what action is to be taken on the invention.  It may be forwarded to 
Research Corporation Technologies, a non-profit patent management agency for 
some 150 universities, sent to Rensselaer's patent counsel for advice and action, or 
handled in another manner deemed appropriate by the Patents and Licensing Office.  
Action may result in the issuance of a patent which is assigned to Research 
Corporation Technologies or the Institute as appropriate.  The income from such a 
patent is shared by the inventor(s), the department/center in which the work was 
done, and the Institute.  Alternatively, Rensselaer may decide to “stand aside” in 
those situations where it would enhance the transfer of technology to the public, is 
consistent with Rensselaer’s obligations to third parties, and does not involve a 
conflict of interest.  In that event, if requested by the inventor, Rensselaer may waive 
its rights to the patent and transfer its' ownership to the inventor(s). 
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A copy of Intellectual Property Agreement will be on this page. 
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V. POLICIES 
 
 A. Academic Operating Policy 
 
 Rensselaer's academic operating policy may be summarized in a statement 
made by the faculty council in its resolution of June 16, 1970: 
 

"The Faculty Council believes that the overall goals of the university 
can best be attained through adherence to its primary functions of 
learning and scholarship maintained through formal academic 
procedures.  In addition, the university must insure that all 
contractual obligations are met, that the rights of all individuals are 
not violated, and that academic standards are not abandoned." 

 
 This overall policy has ramifications in connection with Rensselaer's 
obligations to its students and the role of the institution with regard to political 
issues. 
 
 To fulfill its educational objectives, Rensselaer operates its academic program 
with the least possible disruption of its published schedule.  Classes are suspended 
only when it becomes impossible for them to function, as in the case of extreme 
weather conditions that prevent access to the campus.  Rensselaer must meet all its 
contractual obligations as well as those to its students, and cannot arbitrarily alter its 
published calendar. 
 
 Existing procedures for implementing the academic operating policy are as 
follows:  for regular business operations of university affairs, Rensselaer is open 
Monday through Friday each week of the year from 8:30 to 5:00 p.m., with the 
exception of Rensselaer's ten official holidays which are determined annually by the 
Office of Human Resource Services.  For academic operations, it is open as the 
academic program requires.  In regard to national matters such as deaths of notable 
people or extraordinary events it does not close or change its schedule.  Rensselaer 
groups, however, may organize memorial services during the hours of operation of 
university affairs in cases that seem appropriate. 
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 B. Campus Communications 
 
 The primary means of official campus communication is the review, which 
is published weekly during the academic year and on a schedule basis during the 
summer by the Office of News and Communications.  The review carries a complete 
calendar of events open to the entire Rensselaer community, plus information and 
news about faculty and staff promotions, appointments, research, official 
announcements, and other activities of campus-wide interest. 
 
 Newsletters and memorandums that contain more specialized information 
pertaining to faculty and staff departments, committees, and activities are issued 
periodically to the campus community. 
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 C. Conflict of Interest and/or Commitment for Faculty 
 
 The mission of Rensselaer Polytechnic Institute is that of education, i.e., the 
discovery and dissemination of knowledge.  All full-time members of the faculty are 
afforded abundant opportunity for scholarly expression and development within the 
framework of their academic responsibilities.  Outside activities within professional 
areas of expertise which involve research, consulting, publication, and public service 
are strongly encouraged. 
 
 Rensselaer's role as an educational institution is sustained and enriched by 
continuous, active interaction of its faculty with industry, business, government and 
other activities and institutions of our society.  Such interaction is of greatest value 
when it contributes significantly to the public welfare, offers opportunities for 
professional challenge and growth, or otherwise enhances the effectiveness of 
service to Rensselaer. 
 
 All faculty are expected to be alert to the possible effects of outside activities 
on the objectivity of their decisions, their obligations to Rensselaer, and Rensselaer's 
responsibilities to others.  Since the opportunities for outside activities are of such 
magnitude and encompass situations of such complexity and diversity, a basic set of 
guidelines is provided to assist faculty in avoiding or alleviating any potential 
conflicts of interest and/or commitment which may be presented by outside 
activities.  It is the firm belief of Rensselaer, however, that no set of guidelines nor 
detailed regulations can substitute for personal integrity. 
 
Guidelines: 
 
1) An individual, upon acceptance of a full-time faculty appointment is expected 

to accord his or her primary professional loyalty to Rensselaer.  Outside 
obligations, financial interests and activities should be arranged so as to avoid 
interference or conflict with this overriding commitment to Rensselaer. 

 
2) When a conflict of interest and/or commitment develops or is anticipated, 

faculty are expected to recognize their obligation to resolve this conflict. 
 
3) Full-time members of the faculty have the privilege of undertaking outside 

activities in their areas of professional expertise provided that these activities 
do not interfere with their responsibilities to Rensselaer and do not require 
time in excess of one equivalent business day per week when classes are in 
session during the academic year.  Outside activities in excess of this limit 
must be specifically approved by the appropriate administrative officer.  (In 
almost all cases the appropriate administrative officer is the department chair.  
Otherwise it is the administrative officer to whom the faculty member directly 
reports.) 
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4) Faculty are expected to inform their appropriate administrative officer, 
preferably in writing, of the probable dates for outside activities.  Whenever 
possible, this notification should occur prior to the scheduling of normal 
academic responsibilities such as teaching, research, advising, and committee 
or administrative assignments.  The administrative officer, when informed in 
advance, should attempt to accommodate outside activities as long as they 
conform to the spirit of guideline 1, meet the time constraints listed in 
guideline 3 and do not significantly interfere with the mission of the academic 
unit. 

 
5) It is understood that some outside activities (which may involve 

remuneration), such as published works or other writings, commissioned 
papers and invited lectures, and service to professional and public (non-profit) 
organizations, are normally considered within the realm of faculty scholarship 
or service.  Such activities are routinely reported to the appropriate 
administrative officer for the purpose of annual professional evaluation and 
may have no specific time constraints other than as implied by guideline 1.  
Advance notification of such activities should be provided to the appropriate 
administrative officer, however, as discussed in guideline 4, and care must be 
taken to avoid conflicts of interest and/or commitment. 

 
6) Faculty who are considering entering into a contract for extended outside 

activities should carefully gauge whether such contract may conflict with 
agreements made with Rensselaer, or agreements and obligations on the part of 
Rensselaer.  Appropriate advice and counsel should be sought from the 
appropriate administrative officer and the Office of Contracts and Grants.  If 
there is the possibility for conflict, or if a patent agreement is involved, the 
proposed contract must be submitted for review to the director of the Office of 
Contracts and Grants and appropriate legal counsel in order to obtain advice 
and counsel.  Such submission may exclude specific proprietary information 
and amounts of remuneration.  It is expected that Rensselaer would respond to 
the potential for conflict within ten (10) working days. 

 
7) Casual and incidental use of Rensselaer facilities for outside activities is not 

considered an issue of conflict of interest or commitment.  Use of facilities for 
which there are usage charges requires that these usage charges be covered by 
the responsible individual(s).  Costs for consumables must also be covered.  
Extensive use of Rensselaer facilities for outside activities should be 
conducted only by contract with Rensselaer.  Faculty should consult with their 
appropriate administrative officer whenever other than casual or incidental use 
of facilities and/or consumables is anticipated for outside activities. 

 
 
 
 
Issued 9-94    V-C-2 



HANDBOOK FOR ACADEMIC STAFF  
___________________________________________________________________ 

8) The open and objective interaction between faculty and students should be 
recognized as a crucial element of the educational mission of Rensselaer.  The 
utilization of a student's skills and labor by faculty in the performance of 
outside activities must have as its paramount objective the furtherance of the 
educational program of the student.  Since such utilization may involve 
potential or actual conflicts of interest and/or commitment, all such 
arrangements must be reported to the appropriate administrative officer, and 
where feasible, approved in advance. 

 
9) Faculty have an obligation to file with their appropriate administrative officer 

an annual disclosure form concerning their outside activities.  These disclosure 
forms should be revised as new situations arise during the year. 

 
10) All conflict of interest and/or commitment situations require prompt 

resolution.  It is expected that minor conflicts will be resolved primarily 
through individual discretion or consultation with the appropriate 
administrative officer.  Serious conflicts will be resolved by the dean of the 
faculty, with appropriate legal advice.  In extreme cases it is understood that 
faculty may be required to relinquish particular outside activities, or consider 
other than a full-time academic appointment. 

 
See also section III-E in this Handbook. 
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 D. Potential Conflicts of Interest, Officers and Staff 
 
 The following policy was initially adopted by the Rensselaer Board of 
Trustees at its October 7, 1978 meeting and revised at its May 22, 1982 meeting.  
The policy requires that the "Conflict of Interest Report" on page V-D-6 be 
requested of selected individuals and reviewed by the director of internal auditing 
and the audit committee on an annual basis.  All members of the board of trustees 
and committee members, officers of the Institute and other staff members who 
routinely or on a significant occasional basis secure goods, labor, or services for the 
Institute must complete the conflict of interest statement. 
 
  1. Policy Statement 
 
 Rensselaer's Board of Trustees and administration accept as basic objectives to 
provide the best possible educational experience for Rensselaer's students, to 
provide the proper environment for Rensselaer's faculty to teach and do research, 
and to maintain the Institute on a sound financial footing.  We cherish and will 
preserve the principles of academic freedom.  Promoting secrecy harms the progress 
of science and diminishes the role of the Institute as an impartial and credible 
resource. 
 
 Officers and staff members of Rensselaer may also be owners, directors, 
officers, or employees of, investors in, or otherwise involved in businesses and 
organizations with which Rensselaer has active and ongoing affiliations.  Such 
affiliations might include (but would not be limited to) restricted or unrestricted 
donations or grants to Rensselaer, contracts, consulting, investments or landlord-
tenant arrangements.  The very nature of officers' or staff members' responsibilities 
may involve conflicts of interest. 
 
 We shall not consider such real or apparent conflicts detrimental to Rensselaer 
if: 
 
they are fully disclosed to the chair of the board and the president through the 
internal auditor; 
 
their nature is known and understood by the employee's immediate supervisor and 
the appropriate vice president for staff employees, and the board of trustees for 
officers; 
 
the commitment of time to these activities does not interfere with the employee's 
duties; 
 
the employee refrains from participating in Institute matters related to such 
activities; and 
 
the employee always acts to foster the objectives stated in the first paragraph of this 
policy statement. 
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 The board of trustees must approve all substantial, potential conflicting 
activities of officers; the appropriate vice president must approve all substantial, 
potential conflicting activities of staff members. 
 
 The administration has prepared the accompanying guidelines to assist in 
implementing the Institute's Conflict of Interest Policy. 
 
  2. Guidelines for Potential Conflict of Interest Situations 
 
 The Institute recognizes that in the course of its operations conflicts of interest 
may arise.  The administration has prepared the following guidelines to supplement 
Rensselaer's Conflict of Interest Policy. 
 
 When making decisions which affect Rensselaer's assets and/or resources, 
individuals must adhere to the following: 
 
   a. Decision Standards 
 
 All actions or decisions shall be made or taken with the degree of prudence 
ordinarily expected of individuals in positions of responsibility. 
 
 Individuals shall only make decisions that they believe further the basic 
objectives of the Institute. 
 
 Individuals shall not make any decisions involving Rensselaer's assets and/or 
resources when those decisions affect their personal financial interests. 
 
 Individuals shall not use or dispose of Rensselaer's assets and/or resources in 
any way that impairs Institute standards or conflicts with Institute programs. 
 
   b. Disclosure Guidelines 
 
 Individuals shall fully disclose in writing any potential conflict of interest to 
the chair of the board of trustees and the president through the internal auditor.  
Disclosure is required for interests held by the reporting person and interests held by 
his or her immediate family. 
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  3. Potential Conflicts 
 
   a. Outside Activities  
 
 Individuals may consult with firms in which the Institute has invested or 
proposes to invest, or with firms which use the Institute's assets or resources, and 
individuals may serve on the governing boards of such firms, provided that: 
 

The outside activity does not interfere with the individual's responsibilities to 
Rensselaer. 
 
The individual discloses all substantial outside activities. 
 
The individual receives the appropriate administrative approval.  Officers 
activities shall require Board approval and staff activities shall require 
approval by the appropriate vice president. 
 
The individual accepts that this document governs all resulting equity 
interests. 
 

 If an individual wishes to involve Rensselaer faculty, staff and/or students in 
temporary activity (e.g., consulting): 
 

The individual shall obtain such involvement through a voluntary process. 
 
The individual shall promptly disclose such involvement before making 
contractual arrangements. 

 
   b. Investments 
 
 All investment decisions are subject to the investment policies set by 
Rensselaer's Board of Trustees. 
 
 Disclosure of financial interests in any of the following circumstances is 
required for current holdings with a market value of more than $10,000 that amount 
to more than 10% of an individual's total investments: 
 

Individuals shall disclose any potential conflicting financial interest. 
 
If Rensselaer proposes to invest in a firm, and such investment either (1) is by 
subscription and not purchase, or (2) represents more than 1 % of the firm's 
total assets: 

 
Knowledgeable individuals affiliated with Rensselaer shall promptly 
disclose any financial interest in such firm. 
 
Administrators with no such financial interest shall decide on such 
investment. 
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If Rensselaer and a majority of Rensselaer's administration have financial 
interests in the same firm, the trustees shall adopt measures to assess 
independently any decision regarding investment in such firm. 

 
An individual may invest in a firm in which (1) Rensselaer has acquired 
financial interest by subscription, or (2) Rensselaer's investment 
represents more than 1% of such firm's total assets, provided that: 

 
The individual promptly discloses such investment before 
investing. 
 
Administrators with no such financial interest decide matters 
concerning Rensselaer's investment in such firm. 

 
   c. Outside Interests 
 
 An individual may be employed by or hold a financial interest in any company 
or association which conducts business with the Institute provided that: 
 

The outside interest does not interfere with the individual's responsibilities to 
Rensselaer. 
 
The individual discloses all substantial outside interests. 
 
The individual receives the appropriate administrative approval.  Officers 
interests shall require board approval and staff interests shall require approval 
by the appropriate vice president. 
 
The individual accepts that this document governs all resulting equity 
interests. 

 
   d. Use of Rensselaer Resources 
 
 Where it is proposed that Rensselaer allow a firm access to its assets and/or 
resources: 
 

Individuals shall disclose any financial interest in such firm before permitting 
access. 
 
Administrators with no such interest shall decide to permit such access. 
 

   e. Operations 
 
 Officers and staff members of the Institute shall implement capital and 
operating programs in a manner that ensures: 
 

The Institute does not promote at its expense the interests of any firm. 
 
The Institute does not disadvantage faculty, staff and/or students to advance 
the interests of any firm. 
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   f. Gifts, Gratuities and Entertainment 
 
 Officers and staff of the Institute may accept items of nominal value which are 
not related to any particular transaction. 
 
  4. Reporting 
 
 The internal auditor shall annually solicit conflict of interest reports from 
officers and staff of the Institute.  A copy of the Conflict of Interest Report form is 
printed on the following page. 
 
 Individuals shall promptly disclose all potential conflicts of interest to the 
chair of the board and the president through the internal auditor. 
 
 Institute vice presidents shall maintain files on staff activities; the president 
shall maintain files of Institute vice presidents. 
 
 The chair of the audit committee shall annually report all conflicts and 
resolutions to the board of trustees. 
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RENSSELAER POLYTECHNIC INSTITUTE CONFLICT OF INTEREST 
REPORT 
 
I hereby state that I, or members of my immediate family, have the following 
interest and have participated in the following activities, which may constitute a 
conflict of interest when considered in relation to Rensselaer.  If none, enter "none." 
 
1. Outside Activities - identify outside activities as described in Potential 

Conflicts, page V-D-3. 
 
 
 
 
 
2. Investments - identify investments as described in Potential Conflicts, page 
 V-D-3. 
 
 
 
 
3. Outside Interests - identify outside interests as described in Potential 

Conflicts, page V-D-4. 
 
 
 
 
 
4. Other - list other activities which might constitute a conflict of interest, 

especially as identified in Potential Conflicts. 
 
 
 
 
 
I hereby agree to disclose promptly any potential conflict of interest to the chair of 
the board and the president through the internal auditor. 
 
 
______________________________________________ _____________ 
Name (Please Print)    Date 
 
 
______________________________________________ 
Signature 
 
 
 
______________________________________________ 
Position Title 
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 E. Employment and Admissions Policies 
 
  1. Affirmative Action and Equal Opportunity Policy 
 
 Rensselaer commits itself to a policy of affirmative action to make a major 
effort to increase the number of minority members and women, both among the 
student body and the faculty and staff.  While maintaining high standards of 
excellence, Rensselaer will continue to broaden its pool of available candidates for 
positions on the faculty and administration and in the student body.  Opportunities 
for members of minority groups and women at all levels of the Institute will be 
expanded.  We will, furthermore, endeavor to graduate men and women with a 
commitment to affirmative action and to making equal opportunities a reality in our 
society.  We feel a special responsibility to expand opportunities for members of 
minority groups and women at all levels of the Institute. 
 
 Rensselaer's Policy of Affirmative Action is in addition to its equal 
opportunity policy, which requires that all advertising, recruiting, hiring, transfers, 
promotions, compensation, benefits, university-sponsored training and other 
university-sponsored programs, as well as layoffs and terminations be conducted 
without discrimination because of race, color, religion, sex, age, national origin, 
disability, marital status or sexual preference where otherwise qualified.  It is the 
responsibility of all supervisory personnel at Rensselaer to follow procedures 
implementing this policy.  
 
  2. Human Resources Policies 
 
 The Office of Human Resource Services is responsible for maintaining, 
reviewing and updating Rensselaer's Human Resources Policies (manual) to assure 
that policies and procedures are current and consistent with applicable federal and 
state laws, fair management practices and Rensselaer's stated policies of promoting 
equity and uniformity across the Institute.  These policies are written to increase 
understanding, help assure that daily human resources decisions are made within the 
context of Rensselaer's policies, and to promote equity and uniformity across the 
Institute.  They apply to exempt and nonexempt staff and only where noted do they 
apply to faculty and others appointed through the Dean of the Faculty Office.  They 
do not apply to students.  The manual does not cover every situation, but the 
guidelines presented should assist in solving many problems. 
 
 Supervisors.  It is the responsibility of each supervisor to administer these 
policies in a consistent and impartial manner, and the Human Resource Services 
Office to insure the uniform administration of these policies throughout the Institute.  
Supervisors are viewed as the employer's agent in the eyes of the law.  As a result, a 
supervisor's action or inaction may well bind the employer.  Accordingly, 
supervisors must be aware of Rensselaer's policies and procedures. 
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 Supervisors and Managers.  Supervisors and managers have direct 
responsibility for communicating with employees on disciplinary matters, with a 
manager of human resource services providing assistance in the investigation and 
decision making process. 
 
 All questions regarding the interpretation or application of the provisions of 
the Human Resources Policies should be referred to the director of Human Resource 
Services, or designee. 
 
  3. Non Exempt Employees 
 
 Non-exempt employees are paid on an hourly basis and, in compliance with 
federal and state wage hour laws, must be paid at one and one-half times the 
equivalent hourly rate for all time worked beyond 40 hours in a work week. 
 
  4. Student Employment 
 
 Undergraduate and graduate students interested in employment at Rensselaer 
may first contact the Financial Aid Office regarding employment in the College 
Work Study Program.  If not eligible for this program, students may seek 
information regarding job openings from the Office of Human Resource Services 
and apply for positions for which they qualify. 
 
  5. Employment of Relatives 
 
 Relatives may be employed at the Institute provided they do not work under 
the direction of one another and provided that no relative controls the budget from 
which the pay of another is drawn.  A relative is defined as a parent, an in-law, 
brother, sister, husband, wife, child or grandparent.  Specific cases involving faculty, 
librarian and research personnel will be considered by the Office of the Dean of the 
Faculty.  Those involving all other employees will be considered by the director of 
the Office of Human Resource Services, or designee. 
 
  6. Admission of Faculty Spouses 
 
 Faculty spouses are admitted to Rensselaer in competition with all other 
students who apply.  Those enrolled in a degree program compete for scholarships, 
fellowships, research and teaching assistantships, and student employment in 
competition with all other students who apply, subject to the conditions that the 
student is not employed by the spouse.  The faculty member may not direct the 
thesis research of his or her spouse or serve on any of the committees which 
determine the progress toward a degree of his or her spouse.  The student may, 
however, be enrolled in the department in which the spouse is a faculty member, 
subject to the above conditions. 
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  F. Minimum Class Size 
 
 In an effort to provide quality instruction at reasonable cost, Rensselaer 
Polytechnic Institute has established a policy of scheduling undergraduate classes for 
a minimum enrollment of at least ten students per class.  In special cases when 
exceptions must be made, the approval by the dean of the school concerned is 
required for authorization for classes with enrollment below the minimum.  
Undergraduate and graduate research and thesis work, and self study programs as 
approved by the department, are permitted. 
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 G. Political Activities Policy 
 
 Every member of the academic community has a right to participate or not, 
as one sees fit, in the election process.  One does not, however, have a right to speak 
or act in the name of the institution in any political campaign, including primary as 
well as election campaigns. 
 
 To retain its tax-exempt status, the university can in no way involve its 
personnel or facilities as an institution in partisan political activities.  However, the 
university does support the right of its personnel to participate, as individuals, in 
political activities of their choice. 
 
 Participation in campaign activities on behalf of a candidate for political 
office during working hours or using the facilities of the exempt institution in 
furtherance of such campaign activities can result in the disallowance of the tax-
exempt status of the exempt institution.  Accordingly, Rensselaer facilities such as 
office space, meeting rooms, equipment, telephones, secretarial services, supplies, 
etc., must not be used in furtherance of any political campaign on behalf of any 
candidate for public office. 
 
 The activities of any Rensselaer employee acting in his or her individual 
capacity is a matter of individual conscience, so long as that action does not make 
use of Rensselaer facilities. 
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 H. Scheduling of Academic and Non-Academic Activities 
 
 The official academic calendar of the university is administered by the dean 
of the faculty. 
 
 The Office of University Events develops, plans, organizes and coordinates 
the major Institute and donor events at Rensselaer.  Working within the Institute 
Relations division, the office develops and carries out events that assist the 
President’s office in showcasing the best of Rensselaer, including Commencement, 
Honors Convocation, trustee and major donor events, special groundbreakings and 
dedications, and presidential events.  In addition, the Office of University Events 
will act as a consultant or advisor to those planning specific Institute events. 
 
 The Office of Conference Services coordinates conferences and seminars 
held at Rensselaer, during both the summer and academic year.  Assisting internal 
and external clients, the office of Conference Services, working within the 
Administration division, provides logistical support and advice for groups holding 
academic conferences on campus. 
 
 Use of classroom facilities must be cleared by the Office of the Registrar. 
 
 Information on scheduling of student social events is available from the 
director of the Rensselaer Union. 
 
 Off-campus associations or organizations must have a Rensselaer group 
sponsor in order to schedule an event in a university facility. 
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 I. Travel Policy  
 
 In accordance with sound accounting and internal control principles and 
Institute travel policies and guidelines, the Institute will reimburse employees in 
accordance with guidelines for reasonable actual expenditures incurred while 
traveling on Institute business or locally in the course of business. 
 
  1. Travel Advance Procedure 
 
 Where required, the Controller's Office will issue travel advances to 
employees traveling on Institute business upon receipt of a properly approved form 
entitled, "reimbursement/advance payment”.  It is important to include the traveler’s 
social security number on this form because it becomes the identification number for 
the employee travel advance.  The traveler's supervisor must sign this form.  The 
cost of airline or other travel tickets issued to the traveler by the Institute's travel 
agencies will be charged to the traveler's advance account.  Direct charges to 
Institute accounts for travel related expenses are not allowed. 
 
 The issuance of a travel advance creates a "loan" to the employee which must 
be "paid back" on a timely basis following the trip.  The "loan" is "repaid" by the 
completion and submission of an approved "expense report" in accordance with the 
"Travel Expense Reporting Procedure" (see below). 

 
 The Controller's Office follows up on a monthly basis with a report of 
travel advances outstanding which is sent to the traveler and his or her department 
head.  Delinquent travel advance accounts for which the Controller's Office has not 
received a reasonable explanation from the traveler are treated as follows: 
 

Employees with account balances outstanding for more than sixty days will 
receive a reminder note indicating the need to clear up the balance (copy to the 
supervisor).  Furthermore, no additional travel advances will be processed on 
this account and the Institute's travel agencies will be notified not to issue 
further travel tickets. 

 
If the account remains outstanding at ninety days (and no satisfactory 
explanation of extenuating circumstances has been approved by the 
appropriate vice president or academic dean) steps will be taken to recover the 
funds in legally acceptable ways. 

 
  2. Travel Expense Reporting Procedure 
 
 Employees traveling on Institute business will submit an accounting of their 
expenses on the "expense report" form to the Office of Accounts Payable within 
thirty days of completion of the trip. 
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 All expenses associated with a trip should be shown on the report even though 
some expenses may have been paid directly to a third party (travel agent, airline, 
hotel, etc.) by the Institute.  Since all direct payments for travel services of any kind 
are charged to the employee's advance account, it is important to include these 
expenses on the "expense report" in order to reduce (repay) the employee advance 
account.  This approach brings together all expenses for a particular trip on the 
expense report form. 
 
 The Institute will not make direct payments to travel agents (other than the 
official Institute travel agents), hotels, airlines or other travel related service 
providers for individual travelers.  If individual employees wish to obtain tickets or 
other travel accommodations directly or through their own travel agent, the 
individual employee should pay the outside agency directly with personal funds and 
submit the expense as a part of the trip on the "expense report" form. 
 
 All unused travel tickets purchased by the Institute for the traveler must be 
returned with the expense report so that proper credit can be obtained and the 
employee's advance account cleared. 
 
  3. Expense Guidelines 
 
   a. Meals - expense guidelines for meals are set by the 
controller and updated periodically.  The guideline is to be considered a ceiling not 
an allowance.  The employee must show on the "expense report" form what he or 
she actually spent for meals (breakfast, lunch and dinner separately).  If the 
guideline rate is exceeded, and proper receipts have been provided, the approving 
manager can authorize the excess payment when extenuating circumstances led to 
the overexpenditure (e.g., the traveler was in a high cost city). 
 
   b. Hotel Accommodations - hotel accommodations are 
reimbursed based on reasonable actual expenditures for standard single 
accommodations, unless Institute purposes are served by the accompaniment of a 
family member. 
 
   c. Personal Auto Use - the controller sets the 
reimbursement rate for use of personal automobiles on Institute business. 
 
   d. Institute Expenses - under certain circumstances, 
expenses incurred while hosting guests of the Institute is authorized.  The amount of 
the expense should be reported in the "other" column on the "expense report" form 
with an explanation of the purpose of the meeting and the names of the individuals 
included (including other Rensselaer employees) shown in the space provided for 
"explanation of other".  Note:  it is illegal to entertain government officials and the 
employee will not be reimbursed for such expenses. 
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   e. Rebate or Free Service Programs - the use of services 
offered by a particular provider in order to obtain further free benefits is prohibited 
unless the basic fare is competitive. 
 
   f. Local Expenses - a local conference and/or other 
expenses incurred while meeting on Institute business should be submitted on the 
"expense report" form in the column "other" and explained in detail in the 
appropriate space on the form.  The explanation should include the names and 
affiliations of individuals included and business purpose of the meeting (see 
guidelines on page V-I-1).  Direct payments by the Institute will be charged to the 
employee's advance account and cleared by the expense report process. 
 
   g. Approval of Expenses - the expense report must be 
signed by the employee's supervisor and the individual authorized to charge 
expenses to the affected account.  The person authorizing the expenditures (the 
highest ranking individual signs the "expense report" form) must not have 
participated in the meal or event for which expense reimbursement is being 
requested.  For expenditures to be charged to research contracts, an authorized 
representative of the Office of Contracts and Grants must also sign the form. 
 
   h. Receipts - original receipts, not photocopies, are 
required to support all expense reimbursement items of $25.00 or more. 
 
   i. Education and Training Expenses - conference and 
seminar registration fees and large group meeting expenses, which normally must be 
paid in advance, should be submitted using a "reimbursement/advance payment" 
form charging the appropriate expense account and published expenditure code for 
education and training.  The attendee at the conference or sponsor of the group 
meeting should sign the form as well as his or her supervisor and the individual 
authorized to charge the account.  If expenses in this category are not prepaid, they 
may be submitted on expense reports but shown on a separate line with the 
published expenditure code for education and training. 
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 J. Personal Travel and Insurance  
 
  1. Personal Auto Use 
 
 When a person travels on official business for the Institute and is reimbursed 
according to these travel regulations, the mileage allowance indemnifies Rensselaer 
from liability occasioned by the use of the car by the traveler.  Rensselaer's liability 
insurance coverage, therefore, would be secondary coverage to the coverage 
provided by the faculty or staff member. 
 
 A faculty or staff member shall not require a student to use the student's 
personal car in connection with a course or other educational requirement.  When 
students are required to take field trips, it is the policy of the university to provide 
the transportation by employing public transportation services through the Office of 
the Controller.  Public transportation provides the required insurance by federal and 
state law which protects the faculty, staff, and students.  If a student who is over 21 
years of age chooses to use his or her own car in taking a field trip which is a course 
requirement, a release or an indemnification agreement (available from the 
Controller's Office) should be signed by the student to protect the university against 
claims from the student. 
 
 In special cases where it is impossible to provide public transportation or a 
release cannot be obtained, a special insurance policy will be obtained by the 
Controller's Office).  The charge for such insurance will be determined at the time of 
purchase. 
 
  2. Rental Cars 
 
 The Institute's automobile liability policy has been endorsed to include 
protection for vehicles rented in the United States, Canada and Mexico.  Therefore, 
purchase of additional liability insurance from a rental agency will not be 
reimbursed.  However, the Institute's automobile liability policy DOES NOT 
provide protection for rental vehicles in foreign countries.  The purchase of 
additional liability and property damage is required and will be reimbursed by the 
Institute. 
 
  3. Personal Insurance 
 
 The university provides business travel insurance to those employees who are 
required to travel on official business for the university.  Accordingly, individual 
personal insurance costs will not be reimbursed. 
 
 Travel on university business can be defined as being any travel that is 
reimbursed by the university or by a research contract or grant through the 
university.  Faculty and staff members should notify the Accounts Payable Office, 
ahead of any travel, of their destination and purpose of their trip if they are going to 
be on university business.  The request for a travel advance fulfills this requirement. 
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 The university policy provides benefits to all Rensselaer employees for 
accidental death and dismemberment up to a limit of $150,000.   
 
 Certificates of insurance and information on claims and designation of a 
beneficiary are issued by the Office of Human Resource Services.  More detailed 
information on the policy is available through that office. 
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 K. Misconduct in Scholarly Activities  
 
  1. Introduction 
 
 Scientists, universities, and federal agencies have expressed growing concern 
about incidents of misconduct in scholarly activities.  The National Science 
Foundation and the National Institutes of Health have issued regulations or 
established procedures for reporting and investigating allegations of misconduct in 
scholarly activities they have supported.  Universities that receive support from 
federal agencies are required to develop procedures for investigating such incidents.  
This document describes a policy for Rensselaer. 
 
  2. Misconduct Defined 
 
 Misconduct means: 
 a. Fabrication, falsification, plagiarism, inappropriate allocation of 
authorship credit, or other serious deviation from accepted practices in proposing, 
carrying out, or reporting technical results and expenditure of funds from research, 
educational or other scholarly activities; or 
 b. Retaliation of any kind against a person who reported or provided 
information about suspected or alleged misconduct and who has not acted in bad 
faith. 
 c. Misconduct also includes failure to comply with federal requirements 
affecting specific aspects of the conduct of research e.g., the protection of human 
subjects and the welfare of laboratory animals. 
 d. Misconduct does not include honest error or honest differences in 
interpretations or judgments of scholarly matters. 
 
  3. The Policy Described 
 
 The policy balances several principles, and some compromises must be made 
in doing so.  Above all, procedures should yield a just decision based on the best and 
most complete information available.  The decision should be based on the expert 
judgments of scientists and engineers, using scientific interpretations and standards 
of proof, with a minimum of procedural complication.  At the same time, however, 
the process must be fair and afford all parties an equal chance to present their best 
arguments.  The confidentiality of all parties in a dispute must also be preserved to 
the extent consistent with Rensselaer's obligations to research sponsors and the 
scientific community.  Acrimony and recriminations are undesirable, so adversarial 
interactions should be avoided.  Yet in an open society it is essential that the person 
accused (respondent) have the opportunity to respond to the complainant during an 
investigation.  The process should move speedily, in accord with the reporting 
requirements of the sponsoring agency, yet haste and error must be avoided. 
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 Guided by these principles, Rensselaer has established a policy with four 
procedural stages. 
 

In the screening stage an accusation is brought to the dean of the faculty or 
designee whose job is to examine the charges to ensure the charges fit within 
the definitions of the policy and, if so, to pass the case along to an inquiry 
panel. 

 
The inquiry stage evaluates the merits of the case, determining whether there 
is sufficient evidence of misconduct to merit a full investigation. 

 
The investigation stage entails a detailed examination of the case to resolve 
the facts ("Was this or was this not an instance of misconduct?") but does not 
have any disciplinary responsibility.  Ascertaining whether or not misconduct 
occurred is a judgment about research conduct that should be resolved on its 
merits.  If at any stage in the process the respondent is found not to have 
committed misconduct, then vigorous efforts must be made to minimize and 
remedy any adverse consequences for his or her career and reputation. 

 
If misconduct is established, then the case is referred to a disciplinary stage, 
which is an administrative matter solely between the perpetrator and the 
Institute to be handled using Rensselaer's established procedures for 
disciplinary action. 

 
 The complainant has no part in deciding what actions are taken in response to 
a proven case of misconduct. 
 
   a. Screening Stage 
 
 Initial reports of alleged research misconduct must be brought to the attention 
of the person with administrative responsibility for the individual whose actions are 
in question.  That person must in turn report the allegations to the dean of the faculty 
or designee.  Care must be taken to protect the privacy of those who report apparent 
misconduct.  The dean of the faculty or designee will promptly examine the case and 
determine if the case falls under the policy prior to the inquiry stage. 
 
   b. Inquiry Stage 
 
 The dean of the faculty or designee will immediately inform the respondent in 
writing of the accusation and that an inquiry has been initiated.  The dean of the 
faculty or designee will prepare a list of proposed panel members for the inquiry.  
The respondent may challenge the inclusion of specific individuals by stating his or 
her objections in writing.  The dean of the faculty or designee will then select the 
inquiry panel. 
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 The inquiry will be conducted by a panel consisting of two faculty members 
and one academic administrator with rank of associate dean or higher.  The panel 
will choose its chair.  The panel should take no more than 30 days to conduct its 
inquiry and determine whether or not there is a reasonable basis to conclude that 
misconduct occurred.  During this discovery stage the only persons who may be 
present during fact finding sessions are the respondent, the complainant, panel 
members, and any consultant called by the panel.  The respondent will be permitted 
to be present during fact finding sessions and have the right to respond to questions 
as they arise.  Since the inquiry must be conducted in 30 days, the inquiry may take 
place even if the respondent is not available to attend. 
 
 If at least one member of the panel finds there is reasonable basis to conclude 
that misconduct occurred, then the matter must proceed to the investigation stage.  
The inquiry panel will need to report results of the inquiry to the dean of the faculty 
or designee.  The dean of the faculty or designee will advise, in writing, the 
respondent and complainant of the inquiry panel outcome promptly after 
determination.  If there is to be an investigation, the dean of the faculty or designee 
must advise the respondent in writing of the specific charges to be investigated.  
Any collaborators and sponsoring agencies involved must now be informed of the 
allegations. 
 
   c. Investigation Stage 
 
 Investigation of alleged misconduct  will be conducted by a committee 
appointed by the dean of the faculty.  The committee will be comprised of a 
minimum of three specialists in the subject area involved and must include one 
individual from outside Rensselaer.  The dean of the faculty will prepare a list of 
proposed panel members for the investigation, which may include persons who 
served on the inquiry panel.  The respondent may challenge the inclusion of specific 
individuals by stating his or her objections in writing.  The dean of the faculty will 
then select the investigation committee.  The committee will elect its own chair. 
 
 The investigation committee will determine whether there was academic 
misconduct or not.  The committee will follow the procedures for dealing with 
charges brought against a faculty member (see section 4).  The investigation 
committee should take no more than 120 days to complete the investigation, prepare 
the report of findings, obtain the comments of the subject(s) of the investigation, and 
make a decision on the disposition of the case.  The committee should also follow 
the pertinent regulations, if any, of the agency or agencies that sponsored the 
research under investigation.  The committee will transmit its report to the dean of 
the faculty, who in turn will notify the sponsoring agency of the findings of the 
investigation. 
 
 If the alleged misconduct is not substantiated, the Institute must undertake 
diligent efforts to restore the reputation of those under investigation. 
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 Should either the inquiry or the investigation show that the allegations of 
misconduct were not made in good faith, those making the allegations may be 
subject to disciplinary action. 
 
   d. Disciplinary Stage 
 
 If the alleged misconduct is substantiated, one or more of the following 
actions will be taken by the dean of the faculty: 
 

In accordance with applicable Institute policy, individuals found to have 
committed misconduct may be:  (1)  given a letter of reprimand;                    
(2)  monitored in performance of work; (3)  removed from a particular project; 
(4)  be barred from conducting sponsored research; (5)  reduced in rank;  (6)  
suspended for a fixed period of time; (7) terminated. 
 

 If there is a finding of misconduct, the dean of the faculty must also take the 
following actions. 

 
All pending abstracts emanating from the fraudulent research should be 
withdrawn and editors of journals in which previous abstracts and papers 
appeared should be notified of the findings. 
 
Institutions and sponsoring agencies with which the individual has been 
affiliated should be notified that there is reason to believe that the validity of 
previous research might be questionable. 

 
  4. Recommended Procedures for the Investigation Committee  
 
 The committee should proceed by considering the statement of allegations 
already formulated and the faculty member's written response before the time of the 
hearing.  The committee should conduct the hearing in private, and a transcript of 
the proceedings will be prepared.  If any facts are in dispute, the testimony of 
witnesses and other evidence concerning the matter set forth in the dean of the 
faculty's letter to the faculty member should be reviewed by the committee. 
 
 The dean of the faculty will insure that the investigation is conducted in a fair 
and just manner; the committee should determine its procedures, should normally 
conduct the questioning of witnesses, and, as necessary should secure the 
presentation of evidence important to the case.  It is recommended that the 
committee should apply the preponderance of evidence standard as the standard of 
proof in their investigation. 
 
 
 
 
 
 
Issued 9-96    V-K-4



HANDBOOK FOR ACADEMIC STAFF  
___________________________________________________________________ 

 All parties have the option of assistance of counsel.  The respondent will have 
the aid of the committee, when needed, to secure the attendance of witnesses.  The 
respondent has the right, within reasonable limits, to question all witnesses who 
testify orally.  The respondent should have the opportunity to confront all witnesses 
adverse to him or her.  Where unusual and urgent reasons make this impossible, or 
where the witness cannot appear, the identity of the witness, as well as his or her 
statements, must nevertheless be disclosed to the faculty member.  Subject to these 
safeguards, statements may, when necessary, be taken outside the hearing and 
reported to it.  All of the evidence must be duly recorded.  Unless special 
circumstances warrant it, it should not be necessary to follow formal rules of court 
procedure.  If written briefs would be helpful, the committee may request them. 
 
 The committee should reach its decision in conference, on the basis of the 
hearing.  The committee may proceed to decision promptly, without having the 
record of the hearing transcribed, when it feels that a just decision would be aided 
thereby.  It should make explicit findings as to the consensus of opinion with respect 
to each of the allegations, and provide a reasoned written opinion.  The committee 
must transmit its written findings to the dean of the faculty.  The respondent or 
complainant may appeal the findings to the president if it is felt that the committee 
failed to follow proper procedures.  In the event of a presidential appeal, the appeal 
process should be completed within 30 days, and the sponsoring agency should be 
notified of the results. 
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 L. Mentoring of Junior Faculty 
 
 All non-tenured, tenure track faculty members will be provided the 
opportunity to work with a faculty mentor.  The goal of a faculty mentor is to assist 
the Chair in helping the new faculty member successfully fulfill the responsibilities 
of their position and become a full, contributing member of the Rensselaer 
community. 
 
 The faculty mentor should support the new faculty member in finding and 
utilizing the campus resources to assist in course development, teaching, advising, 
proposal development, and research.  The mentor should work to introduce the new 
faculty member to the Rensselaer and appropriate professional communities.  The 
mentor should assist the faculty member in preparing her/himself for the tenure 
review and decision by providing information, support and guidance throughout the 
probationary period. 
 
 During the first months after a non-tenured faculty member's appointment has 
begun, the mentoring of the new faculty member will be the responsibility of the 
chair of the department.  Within a year of the new faculty member's appointment, 
the department chair will arrange for a mentor to work with the new faculty member 
throughout the probationary time period, until tenure is awarded. 
 
 The department chair will consult with the new faculty member before 
assigning a mentor.  The department chair will ask the faculty member to propose 
possible mentors with whom the faculty member would be pleased to work, and 
whenever possible will assign a mentor from the names suggested by the faculty 
member.  In the event that a junior faculty member prefers not to work with a 
mentor, a mentor will not be assigned.  A specific professional relationship between 
the new faculty member and the mentor is viewed as an appropriate basis for 
mentoring.  The selection of the mentor or the election by the faculty member not to 
have a mentor will be noted in the faculty member's file. 
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 M. Faculty Grievance Procedure for Faculty and Librarians 
 
  1. Introduction 
 
   a. Preamble 
 
    1) The majority of faculty concerns can be settled 
informally through effective communication with colleagues. Therefore, before 
filing a grievance, faculty must have exhausted the other avenues available to them. 
That is, they must first have gone through the "appropriate channels." They must 
have attempted to resolve the issue with the individual decision maker/actor, and 
then appealed the decision to the individual's superior (e.g., the department chair or 
dean). If these attempts fail, then the faculty member may turn to the grievance 
process. 
    2) A grievance is a charge that a decision has been 
improperly or unfairly made, or an action has been taken, that this charge adversely 
affects the grievant, and that there is a dispute between the grievant and the person 
who made that decision/action. This person may be an administrator or the grievant's 
fellow faculty member(s). 
 
    3) The following grievance procedure is provided 
to serve as the means for the resolution of grievances experienced by the following 
full-time Rensselaer Polytechnic Institute employees:  (a) all ranks of tenured and 
tenure-track faculty and (b) librarians.  
 
   b. Grievable Issues 
 
 A grievance shall be defined as a charge alleging a violation or incorrect 
application of a University policy, procedure, or practice which is not covered under 
another University grievance or appeal mechanism (e.g., promotion and tenure, 
sexual harassment). Some examples of "grievable issues" include: salary adjustment, 
teaching load/work load, development and presentation of course materials within 
the guidelines of course catalog descriptions, facilities/space issues, and disputes 
among faculty over intellectual property. 
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   c. Non-grievable Issues 
 
 The following issues are not considered grievable issues: (1) promotion and 
tenure; (2) non-reappointment; (3) Affirmative Action and EEO complaints; (4) 
sexual harassment; (5) broad areas of fiscal management, staffing or structure of the 
University; (6) issues pertaining to differences in faculty salaries and benefits that 
are based upon labor market factors such as availability of faculty or demand for a 
particular academic discipline; (7) retirement and employee benefit issues that are 
covered by New York State and Federal laws or that are covered by other University 
appeals procedures; (8) any matters falling within the jurisdiction of other 
University appeal procedures as defined in the Faculty Handbook; and (9) decisions 
resulting from other University appeals procedures. 
 
  2. The Grievance Procedure 
 
 If the informal attempts to resolve a grievance have failed, the aggrieved may 
choose to file a formal grievance. At this time, the grievant shall inform the 
appropriate administrator (e.g., department chair, dean, Dean of the Faculty) or 
direct supervisor that he/she is filing a formal grievance with the Executive 
Committee of the Faculty Senate. 
 
   a. Filing a Grievance 
 
    1) The grievant will submit a written complaint to 
the Executive Committee of the Faculty Senate. In order to be timely, a grievance 
must be filed within six (6) months after discovery of the event or action (occurring 
after 1/1/95) that produced the adverse effect that is the basis for the grievance. No 
concurrent legal action is allowed. If such action is started, the grievance process 
will be immediately terminated. The complaint will include the following: (a) the 
date that the grievant discovered the decision/action that resulted in the problem; (b) 
the name of the accused; (c) the nature of the grievance; and (d) evidence of any 
measures that have already been taken to resolve the problem. 
 
    2) The Executive Committee will inform the 
accused of the complaint and will provide them with a copy of the grievance. The 
accused will provide a written response to the complaint to the Executive 
Committee of the Faculty Senate and the grievant within ten (10) working days of 
receiving the notice from the Faculty Senate. The Executive Committee will then 
decide whether or not the grievance appears to warrant further consideration.  If the 
grievance does not warrant further consideration, the matter will be ended. If it does 
warrant further consideration, the grievance will move to the mediation step. In 
either case, the Executive committee of the Faculty Senate will notify the grievant 
and accused of its decision within fifteen (15) working days of receiving the 
response from the accused. 
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   b. Mediation 
 
    1) A grievance, that is considered by the Executive 
Committee of the Faculty Senate to warrant further consideration of the Faculty 
Senate, will be turned over to an ad hoc Grievance Subcommittee of the Faculty 
Senate. The Grievance Subcommittee will be comprised of three members of the 
Rensselaer Faculty. The Grievance Subcommittee will make an effort to mediate the 
dispute before it proceeds to a hearing. The Grievance Subcommittee also will be 
responsible for making an attempt to informally and confidentially resolve the 
differences between the two parties. The Grievance Subcommittee will make a 
recommendation to achieve a voluntary resolution of the dispute, but will not be 
allowed to make a binding decision. The Grievance Subcommittee should, when 
possible, begin the mediation process within ten (10) working days of receiving their 
charge. It is expected that most grievances will be resolved through this informal 
process. 
 
 Before beginning the mediation process, the Grievance Subcommittee will 
receive a briefing from the President of the Faculty Senate. This briefing will 
include dissemination of a copy of the complaint as well as the response of the 
accused. The President of the Faculty Senate will also review the grievance 
procedure, clarify time limits, and answer questions regarding the procedure. The 
President of the Faculty Senate will not be allowed to discuss specific aspects of the 
complaint or express personal opinions concerning its merits. 
 
   c. The Hearing 
 
 If a dispute cannot be resolved through mediation, a hearing may be requested 
by the grievant. An ad hoc Hearing Committee composed of three voting members 
of the Faculty, not previously involved in the case, shall be appointed by the 
Executive Committee of the Faculty Senate. The Hearing Committee is subject to 
approval by the grievant, the accused, and the President of the University or his/her 
designee. Each party may veto one member of the Committee. If this veto power is 
exercised, another Faculty member(s) will be chosen. At this stage, each party will 
be allowed to veto one of the replacements made after the first veto. In no event 
shall a member be allowed to serve if he or she has a conflict with the grievant or 
the accused. Individuals who have had previous involvement with the grievance 
(e.g., at the mediation stage or through the informal resolution process followed 
prior to filing the grievance) will not be allowed to participate as a member of the 
Hearing Committee. In addition, individuals having made a decision relating to 
matters involving the grievance will not be allowed to serve as the President of the 
University's designee. The final Hearing Committee will elect a chairperson, who 
will be allowed to vote.  Before beginning the hearing, the Grievance Subcommittee 
will receive a briefing from the President of the Faculty Senate. This briefing will  
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include dissemination of a copy of the complaint as well as the response of the 
accused. The President of the Faculty Senate will also review the grievance 
procedure, clarify time limits, and answer questions regarding the procedure. The 
President of the Faculty Senate will not be allowed to discuss specific aspects of the 
complaint or express personal opinions concerning its merits. 
 
    2) The hearing will be presided over by the ad hoc 
Hearing Committee. If possible, the hearing shall be held within thirty (30) calendar 
days of the day that the hearing was requested. 
 
    3) The hearing is not a legal proceeding, and strict 
rules of evidence do not apply. The Hearing Committee may admit and consider any 
relevant evidence. Personnel information, including salary data, performance 
evaluations, and student evaluations, will not be available unless released by the 
individual faculty member.  
 
    4) Both the grievant and the accused may have a 
Rensselaer colleague to assist in the presentation of their case, however, the 
colleagues may not serve as legal advocate or have direct participation during the 
hearing. 
 
    5) The hearing will be private. Individuals present 
will include the Hearing Committee, the accused, the grievant and their chosen 
colleagues and any witnesses as requested by the parties and directed by the Hearing 
Committee.  A representative of the Administration may also be allowed to attend 
the hearing if the Hearing Committee determines the Administration may have 
information relevant to the grievance. Lawyers will not be allowed to attend the 
hearing.  
 
    6) Under directions from the Hearing Committee, 
each party shall give to the other party such advance notice of its intended witnesses, 
and such advance copies of or a list of its intended exhibits, as may be practicable. 
The goal shall be to expedite the proceedings and to minimize the element of 
surprise as an advantage to either party. 
 
    7) During a hearing, both parties shall have the 
following rights: 
a) to call and examine witnesses; to introduce written evidence; 
b) to cross-examine any witnesses on any matter relevant to the grievance; 
c) to challenge any witness; and to rebut any evidence. The grievant and accused 
may testify and may be requested to answer questions posed by each party and the 
Hearing Committee. The personal appearance of each witness normally will be 
required to assure the opportunity for cross-examination and examination by the  

Issued 9-95      V-M-4 



HANDBOOK FOR ACADEMIC STAFF  
___________________________________________________________________ 

Hearing Committee. In extraordinary circumstances, the Hearing Committee may 
receive an individual's sworn written statement or other form of proof in lieu of a 
personal appearance. 

    8) A copy of each exhibit reviewed by the Hearing 
Committee shall be supplied to the other party by the offering party. 
 
    9) After all oral and written evidence and argument 
has been presented, the hearing shall be closed. The Hearing Committee shall 
conduct its deliberations privately. 
 
   d. Hearing Committee Report 
 
 Within a reasonable time after the closing of the hearing, but in no event to 
exceed sixty (60) calendar days, the Hearing Committee shall make written report, 
based on evidence presented during the hearing, with findings and 
recommendations.  
 
   e. Decision of the President of the University 
 
 The President of the University or his/her designee shall consider the report of 
the Hearing Committee, but the President or his/her designee shall make the final 
decision. The President's or his/her designee's written decision shall be sent to each 
party and the members of the Hearing Committee and the Executive Committee of 
the Faculty Senate within sixty (60) calendar days of receiving the Hearing 
Committee's report. 
 
   f. Confidentiality and the Right to Privacy 
 
    1) The work of the Committees described above 
requires a high level of sensitivity to the privacy of all concerned. Thus, all members 
of the Grievance Subcommittee, Hearing Committee, Executive Committee of the 
Faculty Senate, grievants, accused, and University colleagues are required to 
maintain confidentiality with respect to all oral proceedings and written documents 
produced during the case.  
 
    2) After the proceedings have concluded, the 
Hearing Committee shall forward all records and documents produced in the case to 
the Dean of Faculty for storage in a confidential file. 
 
    3) If during investigation of the grievance, 
individuals are questioned about the complaint, they shall be informed of the 
confidentiality of the information provided and of their obligation to maintain 
confidentiality about their participation in the investigation.  
 
    4) Any violations of the confidentiality obligation 
will be subject to appropriate disciplinary action.  
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VI. EDUCATIONAL SUPPORT SERVICES 
 
 A. The Rensselaer Libraries 
 
  1. General Information 
 
 The libraries provide the university community with information resources and 
services in support of its teaching and research missions.  The Architecture Library, 
located in the Greene Building, supports  the School of Architecture programs while 
the Richard G. Folsom Library, located on the west end of campus, serves the 
Schools of Management and Technology, Humanities and Social Sciences, Science, 
and Engineering.  Special services include Institute Archives and Special 
Collections, bibliographic and course-related instruction for information literacy, 
orientations and tours, Internet and database searching workshops, interlibrary loan 
and document delivery services, a photocopy center, class reserves (in manual and 
electronic formats), computer workstations, and the Class of 1996 Reading Room 
for recreational reading.  Access to collections and research databases, as well as 
electronic journals and alerting services is provided through the libraries' new 
information system, RensSearch, a web site on RPInfo (http://www/rpi.edu/) linked 
under: Resources - Libraries, or directly with the URL: 
 http://www.lib.rpi.edu/dept/library/html/LibInfo.html.  The Libraries' new catalog 
can also be reached by telnet to: opac.lib.rpi.edu, login as "library". 
 
 The director of libraries and information services is responsible for the 
administration of the Folsom and Architecture Libraries and for coordinating 
information support and consulting services for the campus-wide information 
system, RPInfo. A permanent staff of 47 assisted by student employees provides 104 
hours of library access during a typical semester week. 
 
  2. Collections 
 
   a.  Access and Use 
 
 The majority of the libraries' collections are available on open shelves and 
directly accessible to users.  Most books, theses, technical reports and government 
documents,  records and audio CD's may be borrowed. Reference books, journals 
and archival materials are restricted to building use.  Circulating materials may be 
borrowed for 16 weeks, subject to recall, and fines are assessed for the late return of 
recalled loans. Complete information on circulation policies are building use can be 
found in the Circulation and Building Use Handbook  available at the circulation 
desk of both libraries. 
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 RensSearch, the libraries' information system, provides access to library 
collections as well as to specialized research databases, electronic journals, and 
document delivery services.  The system also enables users to initiate photocopying, 
interlibrary loan, book loan and loan renewal requests from remote computer 
terminals.  Complete information on the use of RensSearch is available at the 
reference desk in each library. 
 
   b.  Building Collections 
 
 The libraries' collections are focused in engineering, science, management, 
architecture, and selected humanities and social sciences areas.  A collection 
development policy has been developed to define the scope and level of the 
collections by subject areas and is available through the reference desk in the 
Folsom Library.  Individual librarians serve as bibliographers for particular areas of 
the collection, usually on a school-wide basis, e.g., engineering bibliographer.  Each 
bibliographer works with faculty library representatives from the academic 
departments in selecting materials for the collections.  Responsibility for the 
expenditure of funds for the purchase of library materials resides with the 
bibliographers.  Any member of the Rensselaer community is encouraged to suggest 
materials for purchase. 
 
   c.  Area Resources 
 
 Faculty and staff may use the collections of nearly all the public, corporate, 
and academic libraries in the Capital District and with a "Direct Access" card they 
may borrow items directly from most of these libraries.  "Direct Access" cards, a 
program of the Capital District Library Council, must be obtained from the Folsom 
Library circulation desk prior to using area libraries.  In addition reciprocal 
borrowing programs exist with Williams College and Bennington College. 
 
  3. Services 
 
    a.  Reference 
 
 Assistance in using the Institute's libraries and their collections and services is 
available from reference staff in both the Architecture and Folsom libraries.  General 
reference questions may be asked in person, by phone, or through the message 
component of RensSearch.  Subject specialist librarians are available by 
appointment to assist with in-depth research questions. 
 
     b.  Database Searching 
 
 The libraries own an in-house selection of CD-ROM-based index tools located 
in the reference area of each library, and provide access to some of the most 
frequently used databases on-line through the campus network.  The Libraries  
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subscribe to First Search which permits database searching, review of abstracts, on-
line document ordering and increasingly, full text articles delivered to the 
workstation.  The libraries also provide desktop access to Current Contents, the 
largest multidisciplinary database in the world encompassing 7,000 journal titles and 
6,000 books and proceedings from 250 disciplines in the sciences, the social 
sciences, and the arts and humanities.  Village provides on-line access to the 
Compendex database in engineering through a web interface.  These tools are 
available for direct use by patrons at no cost, except for a nominal charge for citation 
printouts. 
 
 In addition, the Folsom Library provides access to several hundred external 
databases covering virtually all subject areas.  Bibliographies, standards, patents, 
marketing information, full text journal articles, and other types of information can 
be obtained.  Librarians will assist users in formulating database searches to be run 
against these external databases.  There are cost recovery charges associated with 
such searches. 
 
     c.  Instruction 
 
 Library staff are available to provide either classroom presentations or 
individual assistance to students about information resources.  Various guide sheets 
and other library publications outlining discipline or topic resources are available in 
the reference areas of the libraries.  Library tours and RensSearch demonstrations 
can also be arranged by contacting either reference desk. 
 
    d.  Interlibrary Loan/Document Delivery 
 
 This service is designed to obtain information resources that are not available 
in the Rensselaer Libraries.  All types of information are accessible through loan or 
purchase including books, technical reports, standards and specifications, and 
photocopies of journal articles.  Materials from libraries within the Capital District 
are usually available at no charge within one to two weeks.  Materials borrowed 
from outside this area may incur patron charges.  Costs are variable depending on 
type of material, source, applicable copyright fees and method of delivery.  Rush or 
“express” services are available for 24-48 hour turn around times at the extra costs 
of telefaxsimilie delivery or express mail. Typically, routine mail delivery results 
into turn around times of 1-2 weeks.  Direct borrowing from area collections is 
available as described in section 2-c above. 
 
     e.  Class Reserves 
 
 The libraries make available designated readings, problem set answers, 
software, and other materials that supplement student coursework.  Faculty are 
reminded in advance of each semester to send their reserve materials lists to the  
 
 
Issued 9-96      VI-A-3 



HANDBOOK FOR ACADEMIC STAFF 
__________________________________________________________________ 

appropriate library.  The libraries strictly adhere to the fair use principles of the 
copyright law when placing journal articles and other material on reserve.  Many 
Reserve folders of class materials are also available on-line.  For complete 
information on this service contact the reserve room in the Folsom Library or the 
circulation desk in the Architecture Library. 
 
     f.  Photocopying 
 
 The libraries provide both self-service and attendant photocopying facilities.  
Copy machines are located on all floors of the Folsom Library, and in the 
Architecture Library.  In addition, patrons may request to have library material 
copied for them at the photocopy center of the Folsom Library.  The center also 
provides copying of theses, flyers, reports, etc. on a fee basis, and color copying. 
 
  4. Archives and Special Collections 
 
 The Institute Archives and Special Collections, located on the 3rd floor of the 
Folsom Library in the Fixman room, is responsible for collecting and making 
available for research the non-current, permanently valuable records of the Institute.  
The department operates on a non-circulating basis, Monday through Friday.  In 
addition, manuscript and rare book collections focus on the history of technology 
with a particular strength in engineering.  Significant collections include the 
Roebling Papers, the Eben Horsford Papers, the Amos Eaton and James Hall 
Collections.  Other exhibits are secured from outside sources, and suggestions for 
these are solicited from members of the faculty. 
 
  5. Conference and Meeting Facilities 
 
 The Folsom Library provides a number of special services and facilities 
relating to library and research needs.  Principal among these are individual and 
group study rooms, and conference and seminar space. 
 
 Meeting rooms accommodating between 4 and 100 people are available on a 
reservation basis.  Folsom Library Meeting Rooms, available from the Folsom 
Library administration office, describes the rooms available, provides reservation 
information, and room set up options. 
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 B. Academic Computing Services 
 
 At Rensselaer, computing is an integral part of the educational experience.  
Computing and Information Services is responding to the rapid evolution of 
distributed computing and the need for integrating computing and communications 
services by providing a top-quality computing environment for students, staff, and 
faculty. 
 
 Computing and Information Services (CIS) provides many services 
including: 
•  support and maintenance of many of the campus computer labs 
•  administering the campus network 
•  consulting services and non-credit short courses 
•  maintenance of Rensselaer’s on-line campus-wide information system, RPInfo. 
 
 Academic Computing Services (ACS), a department of CIS, provides 
computer information and training for students and faculty. 
 
 ACS professional staff assist faculty members, students, and other computer 
users with special consulting in scientific, engineering, statistical computing, 
graphics, multimedia authoring software, and text processing. Student consultants 
are also available for daily consulting assistance, both walk-in and by telephone. 
Non-credit short courses on ACS computing services are offered by the staff 
throughout the year. Technical writers produce a newsletter, as well as technical 
documents specific to users' needs. 
 
 Through the Help Desk service, located in the VCC, users can access a wide 
variety of services, including requests for telecommunications service, repairs, 
consulting, and RCS accounts. You can come in person, call ext. 7777, or send e-
mail to consult@rpi.edu. If a problem cannot be resolved at the Help Desk, the 
request will be forwarded to the appropriate person within CIS for resolution. 
 
  1. The Rensselaer Computing System  
 
 The Rensselaer Computing System (RCS) is a UNIX system of networked 
workstations that use the AFS file system and the X windowing system. Each 
member of the Rensselaer community is given an account which provides access to 
RCS, the Internet, and the World Wide Web. Faculty and staff have an initial disk 
allotment of 10 MB. Extra disk space can be requested for a monthly charge. Each 
department may also request disk space for course files or other files that need to be 
shared. 
 
 Access to RCS can be made through workstations and personal computers. 
Campus workstations and computers are interconnected through a network that uses  
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both high speed optical fiber and the same cable system as the campus telephones. 
From a single workstation or personal computer, the user can connect to several 
different host computers on campus as well as to off-campus host computers, data 
services, and networks. 
 
 Strategic RCS applications include Maple (symbolic computation), 
Pro/ENGINEER (CAD), MATLAB (numeric computation), and FrameMaker 
(desktop publishing). Programming languages include C, C++, Fortran, and Pascal. 
There are also graphics packages, spreadsheet programs, electronic mail programs, 
and newsreaders for Usenet electronic news. Several servers provide remote access 
to RCS from any system connected to the campus network. 
 
 RCS is used in many classes, allowing the student to visualize answers to 
problems in calculus and engineering, with graphics representations. ACS will work 
with faculty to obtain software for classes. 
 
 Using your RCS account, electronic mail can be sent to colleagues and 
friends at Rensselaer and beyond, or files can be transferred to the account from any 
public site. On the local front, it is possible to look up books in the library, request 
interlibrary loans, check computer lab hours, or look up a campus phone number. It 
is also possible to read postings from colleagues around the world on Usenet or use 
a Usenet newsgroup for class discussion. Some faculty members ask students to 
submit homework assignments by electronic mail. 
 
 Public UNIX workstations can be found in labs across campus. During the 
school year, some labs are open 24 hours a day. Almost every lab is equipped with a 
black-and-white PostScript laser printer. Color printers are also available. Two 
locations on campus also house color scanners. Some of the printers can also be 
used for making transparencies. 
 
 Faculty who have their own workstations can then obtain comprehensive 
software and hardware support through the Campus UNIX Systems Support 
Program (CUSSP). Private printers can be connected to the campus network. 
 
  2. Personal Computers 
 
 Personal computing is available on IBM and IBM-compatible systems and 
Macintoshes, placed in many locations across campus, including several classrooms. 
Personal computers can also be connected to RCS and the campus network by 
modem, Ethernet connection, IBX connection or in several classrooms/labs which 
provide outlets for laptop models.  
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  3. RPInfo 
 
 Rensselaer also maintains its own campus-wide information system called 
RPInfo, which includes Rensselaer’s homepage on the World Wide Web. RPInfo 
contains information including a general introduction to Rensselaer, computing 
services information (the most up-to-date schedules and documentation), other 
campus services and activities, a link to RensSearch, the Libraries' information 
system, as well as regional information. RPInfo is accessible off-campus by pointing 
a web browser to http://www.rpi.edu. Departments can add information to RPInfo, 
and individuals can create their own home pages. 
 
  4. Multimedia Labs 
 
 There are three multimedia labs on campus. The PC lab in Sage 2704 
contains seventeen AT&T/NCR 486sx personal computers supplied with 
multimedia capability. The Macintosh lab in Sage 4711 contains twenty Macintosh 
Quadra 800 workstations, as well as VCRs, two color scanners, black-and-white and 
color printers, and eight magneto-optical drives. The CII multimedia lab in CII 6208 
contains 24 IBM ValuePoint MVP systems equipped for multimedia use, 
incorporating CD ROM drives, sound cards, and DVI cards. 
 
  5. NIC Batch Cluster 
 
 Several UNIX workstations with fast processors and large amounts of 
memory can be used for long-running numerically-intensive batch jobs. 
 
  6. SP2 Parallel Computer 
 
 An IBM SP2 parallel computer can be used to run programs that make use of 
parallel processing. The SP2 consists of high-performance RS6000 UNIX 
workstations connected by a high-speed switch. Parallel programs for the SP2 use 
message passing by calling subroutines from the MPIch (an implementation of the 
Message Passing Interface standard) or PVMe (IBM's proprietary implementation of 
they Parallel Virtual Machine message passing interface) libraries. 
 
  7. Visualization Lab 
 
 The Visualization Laboratory for Scientific Computation (VLSC) is a 
resource for those faculty, staff, and students who need the power of sophisticated 
computer visualization, and who need to analyze their data visually, but who have 
little or no expertise in graphics programming. Equipped with two Onyx/Reality 
Engine 2 visualization systems and five Indigo 2/Extreme graphics workstations 
from a Research Infrastructure Grant from the National Science Foundation, the lab 
provides capabilities for "texture mapping," stereo imaging, 3-D work, and video 
output in both NTSC (American) and PAL (European) formats. 
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  8. Campus Computer Store 
 
 The Campus Computer Store, located in the VCC, operates as a non-profit 
personal computer sales center offering products compatible with the Rensselaer 
computing environment at an educational discount.  The store has demonstration 
systems and software for testing, and staff to assist with making choices. 
 
 For further information, contact Academic Computing Services in the 
Voorhees Computing Center at 276-6710, or send electronic mail to 
consult@rpi.edu. 
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 C. Academic Support & Media Services 
 

1.   Broadcast Facilities 
 
 The broadcast facilities support the continuing and distance education 
activities at Rensselaer.  The services provided in support of the Rensselaer Satellite 
Video Program include course production, videotape duplication, course 
transmission via satellite or video conferencing technologies, and graphics 
development.   
 

2. Machine Shop 
 
 The machine shop is a full service facility providing manufacturing 
capabilities and design assistance for both instructional and research activities.  Its 
primary emphasis is the custom fabrication, modification and repair of mechanical 
lab equipment and research projects which include fixtures, molds, vacuum 
chambers and related systems to support a broad range of faculty and staff 
initiatives.  Equipment and capabilities include CNC and CAD/CAM, conventional 
machining, heliarc welding, brazing, silver soldering and electrical discharge 
machining. 
 
  3. Media Operations 
 
 Media operations provides media equipment in support of learning and other 
functions at Rensselaer.  Overhead projectors are maintained in 120 classrooms, 
conference and seminar rooms on campus.  Requests for media equipment or 
support should be made by noon, two business days prior to the time of the 
scheduled event.  Equipment setup can be provided in the CII, DCC, JEC and SC 
when scheduled with sufficient lead time.  Larger media equipment setups may not 
be available in all locations.  Several auditoriums and classrooms have equipment 
installed, and some equipment can be picked up from media operations for use in 
classrooms where delivery is not available.  Scheduling priority will be given to the 
direct support of classroom instruction. 
 
  4. Media Production Services 
 
 Media production provides high quality visual imaging services to support a 
variety of Rensselaer's academic and administrative functions.  The unit is 
composed of photography and video production activities.  This unit collaborates 
with faculty and staff on the design and preparation of graphic materials for 
instructional and research activities, and the documentation of various university 
events.  Media productions from script to delivered products are available in a 
variety of display formats including videotape, audio tape, and single and multi-
image slide presentations.  State-of-the-art equipment permits studio or location 
production activities. 
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  5. Technical Support Services 
 
 Technical support services provides engineering services, equipment repair 
and technical support for classroom/laboratory equipment and facilities, and 
distance education activities.  Services include the maintenance, repair and upgrade 
of media equipment in classrooms to meet current university requirements and the 
technical support of production and transmission equipment to meet distance 
education requirements.    
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VII. SPECIAL SERVICES 
 
 A. University Services 
 
  1. Temporary Housing 
 
 To ease their transition to the local area, the Office of Business and Auxiliary 
Services offers incoming faculty and staff an opportunity to lease apartments and 
homes, owned and maintained by Rensselaer, in close proximity to the campus, for a 
period of up to one year.   
 
 Once family student apartment needs are met, efficiency, one, two and three 
bedroom apartments in the family student areas of RAHP, Bryckwyck and 
Rensselaerwyck may be available to incoming faculty and staff, providing 
convenient, economical housing to visiting or newly appointed faculty/staff 
members.   
 
 All rental units are offered unfurnished, and it is the responsibility of the 
sponsoring department or individual to arrange for and assume the cost of all 
furnishings, although the Office of Business and Auxiliary Services will assist when 
possible. 
 
 The cost of rental will be the responsibility of the sponsoring department or 
individual.  Services such as garbage collection, cleaning of public areas, and 
building maintenance are included in that cost.   
 
 Priority for rental units is based on the date the application for housing is 
received by the Office of Business and Auxiliary Services.  Applications should be 
made as far in advance as possible. 
 
 In an ongoing effort to expand the availability of housing for faculty/staff in 
the nearby area, the Business and Auxiliary Services actively seeks housing in the 
Rensselaer neighborhood through local real estate agents and individuals offering 
their home for sale. 
 
  2. Faculty-Staff Dining Room 
 
 The function of Russell Sage Dining Hall is to provide luncheon meals to 
faculty and staff, Monday through Friday on a school-year basis.  A cafeteria-type 
service is offered in the main dining room with additional seating in meeting rooms.  
The lounge area is available with limited recreational facilities.  Reservations should 
be made by calling in advance.  Advance notice of 24 hours should be given for 
groups larger than ten. 
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  3. Identification Cards 
 
 Permanent identification cards are required for regular members of the 
academic and research staff.  They are issued by the Office of Public Safety at a 
prescheduled time, once a week.  They are useful in obtaining both courtesies and 
discounts in attending university events and in travel and hotel accommodations, 
both domestic and foreign.  Proof of employment will be furnished by the Office of 
Human Resource Services to obtain the card.  The card must be produced on 
demand by Public Safety representatives to assist in the positive identification of 
Rensselaer community members.   
 
  4. Athletic Facilities 
 
 Members of the faculty and staff may use the facilities of the '87 gymnasium, 
the Alumni Sports & Recreation Center (AS&RC) containing the Robison 
Gymnasium and Robison Pool and the athletic fields when these facilities are open 
for recreation. 
 
 In the gymnasium, a limited number of lockers are available.  Lockers are 
issued yearly or on a daily basis on application to the custodian of the gymnasium.  
Clean towels and rolls are available at no charge.  In the AS&RC, lockers are issued 
on a daily basis. 
 
 Among its facilities, the AS&RC has three tennis courts/basketball courts, a 
l/9 mile track, a weight room, the Robison Pool and the Robison Hall of Fame 
Room. 
 
 Upon presentation of a faculty identification card, reduced rate tickets are 
available for ice skating and certain other events at the Field House. 
 
  5. Public Safety (Emergency Telephone 6611) 
     (Non-Emergency Telephone 6656) 
 
 The university maintains a Department of Public Safety that offers personal 
and property protection services 24 hours a day, throughout the year.  Public Safety 
pursues the goal of fostering a "reasonably" safe and secure environment for our 
community by fulfilling a broad range of law enforcement related duties.  Creating a 
pleasant and safe environment is every community members responsibility.  Please 
join us as partners against crime by immediately reporting all emergencies, 
accidents, violations of law and suspicious activity. 
 
 Public Safety also coordinates the Ride in Safety Escort (RISE) program.  For 
information on this program please contact the Public Safety Office. 
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  6. Telephones 
 
 The university maintains telephone service through the Centrex system.  An 
annual directory of addresses and telephone numbers of faculty and staff is 
published in the fall term.  Instruction for use of campus telephones are contained in 
this publication.  At the times when the switchboard is not in operation, messages 
may be routed via the Public Safety Office 
 
 Long distance calls are billed to each department.  Monthly reports of toll calls 
from the New York Telephone Company are submitted each month to the 
department chairperson for certification of charges against department budgets.  
 
 The use of university telephones for personal calls should be kept to a 
minimum.  When it is necessary to make a personal long distance call from a 
university telephone, the individual should ask the operator to bill that call to his or 
her home telephone number.  Pay phones are located in most buildings for personal 
use.   
 
  7. Notary Public 
 
 A notary public is available in the offices of the controller, financial aid, 
registrar, and bursar for notarizing statements made in official business.  This 
service is also available for personal business of academic staff members when time 
permits. 
 
  8. Payroll Deductions 
 
 In addition to the regular withholding for federal and state income tax and 
social security, payroll deductions may be arranged for the various 
pension/retirement plans and insurance programs by contacting the benefits manager 
in the Office of Human Resource Services for information and authorization.  
Optional payroll deductions such as the United Way Fund and U.S. savings bonds 
may be arranged by written request to the Payroll Office.  
 
  9. Faculty Staff Dining 
 
 Faculty and staff may charge meals at any dining facility (Faculty Staff Dining 
Room, Rensselaer Union, BARH or the Commons) to an institute account.  Charge 
forms may be requested at the dining facilities.  Please make sure that you have an 
account number available when you wish to charge. 
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 B. Faculty and Staff Motor Vehicle Regulations 
 
 The cooperation of the faculty and staff is requested in adhering to the rules 
and regulations established for the safe and orderly movement and parking of motor 
vehicles on campus.   
 
 All members of the faculty and staff who wish to drive or park on Rensselaer 
controlled property must register their vehicles with the Parking Office.  Regardless 
of whether or not an individual's vehicle is parked on the campus, it is to the owner's 
or driver's advantage to register the vehicle in this way, thus enabling prompt 
identification of the vehicle in case of emergency. 
 
 A pamphlet of the vehicle and traffic rules and regulations for faculty and staff 
will be provided by the Parking Office on vehicle registration and additional copies 
are always available on request.  The pamphlet also explains the procedure for 
parking lot assignments, parking constraints, methods employed to enforce the rules 
and regulations and the appeal procedure. 
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 C.  Rensselaer Union Services 
 
 The Rensselaer Union includes in its membership all registered students of 
Rensselaer Polytechnic Institute. 
 
 The purpose of the Rensselaer Union is to unite all members in a common 
desire to promote loyalty toward Rensselaer and to provide an effective means of 
furthering the social and extracurricular life at Rensselaer.  In addition, it is charged 
with the responsibility to coordinate all student organizations and to act as a medium 
through which student opinion may be expressed. 
 
 Officers are elected by the student body at annual spring elections, except for 
the director, who is responsible for the administration of the university and the 
executive board. 
 
 Its organization consists of the student senate, the executive board and the 
judicial board. 
 
 It offers to faculty members the lounges and its other facilities. 
 
  l. Bookstore 
 
 The Rensselaer Union Bookstore accords members of the academic staff the 
same service accorded to other members of the college community. 
 
 The bookstore management will order for future delivery items desired which 
are not in stock, but which fall within the range of the bookstore's stock policies. 
 
  2. Athletic Tickets 
 
 Any member of the faculty or staff, and their immediate families, may be 
admitted free by showing their Rensselaer identification card at all regularly 
scheduled athletic events with the exception of hockey games.  Tickets for these 
particular events may be purchased at the faculty/staff discount. 
 
  3. Purchase of Academic Costumes 
 
 The director of the Rensselaer Union, on request of any faculty member, will 
order the appropriate costumes for use in commencement or other formal 
proceedings. 
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VIII. ACADEMIC STAFF BENEFIT PROGRAMS 
 
 “Your Benefits Kit,” is available from the Office of Human Resource Services.  
This kit provides a reliable source of information about benefits and is up-dated 
regularly.  However, for the most complete information concerning benefits, the 
Office of Human Resource Services staff should be consulted.  Enrollment 
applications and booklets describing individual plans are available upon request from 
the Office of Human Resource Services. 
 
 The actual terms of the various plans are stated in the formal plan documents. 
Notwithstanding any other provisions in the plans to the contrary, a participant and/or 
beneficiary, including retirees shall not have any right to benefits under the plans that 
in any way interferes with Rensselaer's right to terminate or amend any plan.  More 
details may be obtained by calling the Office of Human Resource Services. 
 
 A. Retirement Plan 
 
 The following highlights the key points of Rensselaer's retirement programs. 
The actual terms of the programs are stated in and governed by official program 
documents.  For complete,  up-to-date program documents, or for any other 
information about Rensselaer retirement programs, contact Human Resource 
Services.  The terms of these programs are subject to change and/or termination.   
 
 Participation in Rensselaer retirement programs is completely voluntary and is 
contingent upon receipt by Human Resource Services of the applicable completed 
enrollment applications and forms.  All regular or fixed term academic staff with an 
appointment of at least 16 weeks and who are scheduled to work at least 20 hours per 
week for a minimum of 720 hours per  fiscal year, are eligible to participate in a group 
retirement plan as outlined below.  No employee may commence or recommence 
participation in the Contributory Defined Benefit Retirement Plan after June 30, 1993.  
A defined contribution retirement plan is available for employees hired or rehired 
after June 30, 1993. 
 
  1. If you were hired on or after July 1, 1993:   
 
 You may enroll in The Defined Contribution Retirement Program.  
Enrollment in this plan may be effective on the first day of the month following your 
date of hire, or on the first day of any month, following the receipt of your 
completed enrollment form by Human Resource Services.   
 
 To participate in the Program, you must contribute one percent of your 
earnings.  Your contributions are deducted from your earnings on a pre-tax basis.  
Rensselaer will contribute an amount equal to eight percent of your earnings to an 
individual account established in your name.  You decide how contributions are 
invested, choosing among fund sponsors currently available.   
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 You will always be fully vested in the one percent pre-tax contributions you 
make to the Program. You will be vested in Rensselaer contributions made on your 
behalf after you have completed three years of vesting service (counted from your 
date of employment, not your date of plan participation).   
 
 Normal retirement age is the later of age 65 or the completion of three years of 
service. 
 
  2. If you were hired before July 1, 1993, and were not an active 
   member of the Contributory Defined Benefit Plan as of  
   June 30, 1993:   
 
 You may enroll in the Defined Contribution Retirement Program effective on 
the first day of any month following the receipt of your completed enrollment form by 
Human Resource Services.  Refer to Section 1, above, for information regarding that 
plan.   
 
  3. If you were hired before July 1, 1993, were an active member 
   of the Contributory Defined Benefit Plan and elected to leave 
   that plan to join the Defined Contribution Retirement Program 
   as of July 1, 1993 or 1994:     
 
 Refer to Section 1 above for information regarding your enrollment and 
participation in the Defined Contribution Retirement Program.   
 
 Benefits accrued under the Contributory Defined Benefit Plan cannot be 
transferred to the Defined Contribution Retirement Program and will be paid 
according to the terms of the Contributory Defined Benefit Plan. 
 
 You may not move back to the Contributory Defined Benefit Plan at a later date. 
 
  4. If you were hired before July 1, 1993, were an active member 
   of the Contributory Defined Benefit Plan and chose to remain 
   an active member after June 30, 1994:     
 
 Participants in the Contributory Defined Benefit Plan are required to 
contribute one percent of their earnings on an after-tax basis.  Rensselaer makes the 
necessary remaining contributions to maintain the plan's required funding status.   
 
Benefits accrue for participants under the following formulas: 
 
 For employees hired after June 30, 1988:  

• final average pay formula 
• alternate formula 

 
 For employees hired prior to July 1, 1988: 

• final average pay formula (except participants with the variable 
accumulation option) 

• career average pay formula 
• alternate formula 
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 You will always be fully vested in the contributions you make to the plan.  
Once you complete three years of vesting service, you have the right to a Rensselaer-
provided  benefit, provided your contributions remain in the plan. Once you complete 
five years of vesting service, you are fully vested and have a right to a plan benefit 
even if after you separate from employment you withdraw your plan contributions.  
(However, your monthly retirement benefits will be reduced to reflect the fact that 
part of your accrued benefit was funded by your contributions.) 
 
 You may retire from active service with full plan benefits at age 62 if you have 
at least three years of vesting service and did not separate from Rensselaer more than 
ten years prior to your Normal Retirement Date.  You may retire with reduced 
benefits as early as ten years before your normal retirement date if you have at least 
three years of vesting service.  Normal retirement age is generally the July 1 
coinciding with or next following your 65th birthday.   
 
 
 Under each of Rensselaer's retirement plans, you may choose from several 
retirement payment methods that can provide continuing income to your spouse or 
other beneficiary after your death.  If you die before you commence retirement 
payments, each plan will either pay your spouse monthly benefits for life, or pay a 
lump sum death benefit to your spouse or other beneficiary.   
 
 In addition to participation in the retirement plans described above, employees 
may divert part of their earnings (on a pre-tax basis) into the Supplemental Retirement 
Program, thereby reducing the amount of  W-2 earnings on which State and Federal 
income taxes are paid.  These contributions will be taxed later upon distribution, e.g.,  
at retirement.  The Internal Revenue Service imposes a limit on the amount 
individuals may shelter from taxes.  Contact Human Resource Services for further 
information on the Supplemental Retirement Program. 
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 B. Life Insurance 
 

  1. Life Insurance and Accidental Death and Dismemberment 
Insurance 

 
 Rensselaer provides, at no cost to the employee, basic term life insurance equal 
to 2.25 times the employee's July 1 salary (plus an additional 2.25 percent of salary 
for an accidental death).  Coverage begins with the employee's date of hire. An 
employee may limit life insurance coverage to $50,000, the maximum nontaxable 
amount of employer provided coverage.   
 
   2. Supplemental Life Insurance 
 
 Voluntary life insurance may be purchased subject to approval by the insurance 
company.  An employee may elect to purchase an amount equal to 50%, 100%, or 
200% of basic life insurance coverage. 
 
   3. Dependent Life Insurance 
 
 An employee may purchase life insurance for a spouse and/or dependent 
children under age 19. 
 
   4. Voluntary Accident Insurance Coverage 
 
 An employee may elect voluntary accidental death and dismemberment 
insurance coverage in multiples of $25,000 for his/herself, spouse, and lesser amounts 
for dependent children. 
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 C. Health Insurance 
 
  1. Medical Insurance 
 
 A regular employee (or a fixed term employee appointed for a specified period 
of time of no less than 16 weeks), working 20 hours or more per week may enroll at 
any time within 30 days of hire in one of the medical plans that Rensselaer offers. 
Coverage is effective on the date of hire.  Otherwise, enrollment may take place only 
during the open enrollment period, to be effective the following January 1 each year 
or within 30 days of a qualifying status change. 
 
 There are four medical plans:  The Rensselaer Health Plan, Community Health 
Plan, Capital District Physicians’ Health Plan, and Mohawk Valley Physicians’ 
Health Plan.  For full time equivalent employees, Rensselaer pays 82% of the total 
cost for  individual, two person, or family coverage.  Employees fund the remainder 
of the premiums on a pretax basis.  For faculty who work less than full time, 
Rensselaer may pay a portion of the cost of coverage depending upon the specific 
appointment. 
 
  2. Dental Insurance 
 
 A regular full time employee or a fixed term employee scheduled to work at 
least 1440 hours per year may enroll the first of the month following the date of hire.  
Otherwise, enrollment may take place only during the open enrollment period, which 
is effective January 1 each year or within 30 days of a qualifying status change. 
 
 For full time equivalent employees, Rensselaer pays 75% of the cost of the 
premium for the employee as well as for spouse and/or dependents.  Children are 
covered to age 19 (or to age 25 if full time students). The employee contribution is on 
a pretax basis. 
 
 Faculty who work less than full time may be eligible for a benefit depending 
upon the appointment. 
 
   
 
 
 
Note: Consolidated Omnibus Budget Reconciliation Act (COBRA) 

 
An employee has the right to continue current medical, dental, and 
employee assistance program coverage at the time of separation for up 
to 18 months if separation is not for cause.  Family members (spouse 
and dependent children) who lose coverage due to divorce or loss of 
dependency may also continue coverage for up to 36 months.  The cost 
of continuing coverage is 102% of the group premium rate. 
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  D. Flexible Spending Accounts 
 
 An eligible employee may enroll in a Health Care and/or Dependent Care 
account within 30 days from date of hire to be effective the first of the month.  
Otherwise, enrollment may take place only during the open enrollment period, to be 
effective January 1 each year or unless a qualifying status change is met.  Flexible 
Spending Accounts give the employee the opportunity to set aside pre-tax dollars for 
dependent care expenses and medical and dental care expenses not covered by 
insurance.  
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 E. Salary Continuation and Long Term Disability Insurance 
 
  1. Salary Continuation (for regular exempt employees, including 
   faculty, only)                                                         
 
 When illness or injury causes a regular exempt employee to be absent from 
work, that employee will be retained on the payroll at base salary for up to 180 
calendar days commencing on the first day of illness or injury.  An exempt employee 
will not receive salary continuation for more than 180 days in any 365 day period.  
(Fixed term employees appointed for a specific period of time of no less than 16 
weeks may accrue up to 12 sick days a year to be used only within that appointment.) 
 
  2. Long-Term Disability (LTD) Insurance 
 
 Full time equivalent employees may purchase this voluntary coverage after 
completing the three-month service requirement with the Institute.  This coverage 
replaces 60% of monthly earnings (subject to a maximum monthly benefit of $5000 
and a minimum monthly benefit of $50) if totally disabled for more than six months.  
Rensselaer pays 75% of the cost of the coverage.  At time of eligibility or during an 
open enrollment period, current or new participants may buy additional coverage to 
increase the benefit to 66 2/3 percent of basic monthly earnings to a maximum benefit 
of $6,500. 
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 F. Mandated Benefits 
 
  1. Social Security 
 
  2. New York State Unemployment Insurance 
 
  3. New York State Workers’ Compensation Insurance 
 
 Rensselaer contributes an amount equal to the individual's contribution to 
Social Security and participates in the NYS Unemployment and Workers’ 
Compensation insurance programs. 
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 G. Tuition Scholarship Program   
   
  1. Faculty 
 
 Professors, associate professors, and assistant professors normally may register 
for up to two courses per semester offered by Rensselaer, with the approval of the 
Office of the Dean of the Faculty.  However, if the course is being taken for credit, 
credit is to be transferred to another institution. 
 
 All other cases regarding educational opportunities and benefits for faculty are 
subject to the approval of the Office of the Dean of the Faculty after a 
recommendation is made by the appropriate department head or chairperson and dean 
of the school concerned. 
 
  2. Eligible Full-Time Employees and their Spouses 
 
 Rensselaer will pay the tuition for two courses per semester up to a maximum 
of six courses in each fiscal year for courses taken at Rensselaer by the spouse of an 
eligible regular or fixed term full-time employee. 
 
 Rensselaer provides tuition reimbursement for regular full-time employees for 
up to two approved job-related courses per fiscal year at recognized accredited 
colleges and universities for which a grade of "C" or "Pass" (in a pass-fail grading 
system) has been obtained. 
 
  3. Eligible Part-Time Employees 
 
 Rensselaer provides full tuition benefits for eligible part-time employees for one 
course per semester for approved job-related courses taken at Rensselaer. 
 
  4. Dependent Children 
 
 Tuition benefits are available to dependent children of regular full time 
employees who complete three years of full time continuous service and to regular 
part time employees who have the equivalent of ten continuous years of full time 
service credit.  Part time employees receive a half year of service credit for each year 
that they work 1040 hours or more. 
 
 Rensselaer pays for up to eight undergraduate semesters of full tuition 
scholarship benefits for employees’ eligible dependent children* when they attend 
Rensselaer. 
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Rensselaer will pay tuition scholarship benefits for employees’ eligible children 
who elect to attend another college that is recognized by Rensselaer as follows: 
 
   a.  For eligible dependent children of full time employees hired 
prior to October 1, 1978, Rensselaer will grant an amount not exceeding the lesser of 
fifty percent of the current Rensselaer tuition per semester or the total tuition for the 
semester at the other college.  Dependent children of part time employees receive one 
half of this benefit. 
 
   b.  For eligible dependent children of full time employees hired 
after September 30, 1978, Rensselaer will grant an amount not exceeding the lesser of 
$1,500 per semester or the total tuition for the semester at the other college.  The 
maximum amount paid to other colleges for such dependent children of any one 
employee covered under this paragraph will be $36,000.  Dependent children of part 
time employees receive one half of this benefit. 

 
Any full time or part time employee meeting the requirements described above 

whose child is currently enrolled in an undergraduate program and who meets one of 
the following conditions will continue to receive a tuition benefit for the remainder of 
the eight undergraduate semesters: 

 
a.  Dies, 
b.  Retires with ten years of continuous service and is eligible for retirement 
     benefits, or 
c.  Becomes totally disabled as determined by Rensselaer. 
 
Any full time or part time employee with ten or more continuous years of full 

time service (or the equivalent) meeting the requirements described above whose 
child has not yet been enrolled in an undergraduate program and who meets one of the 
following conditions will be eligible to receive the tuition benefit for eight 
undergraduate semesters: 

 
a.  Dies, 
b.  Retires and is eligible for retirement benefits, or 
c.  Becomes totally disabled as determined by Rensselaer. 

 
  
 
*Only children under age 26 qualify for tuition benefits. 
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 H. Other 
   
  1. Holidays 
 
 Rensselaer observes 10 paid employee holidays per fiscal year (July 1 to June 
30).  The holidays are New Year’s Day, Martin Luther King Day, Presidents Day, 
Memorial Day, July 4th, Labor Day, Thanksgiving and the day after, and Christmas 
Day.  The remaining holiday, if not designated by Rensselaer, is a floating holiday, 
which an employee may designate with supervisor's permission after six months of 
employment with Rensselaer.  The holiday schedule is distributed prior to the 
beginning of each fiscal year. 
 
   2. Employee Assistance Program 
  
 An employee and his/her immediate family members may utilize the services of 
Rensselaer’s Employee Assistance Program on or after the date of hire.  An external 
organization designated by Rensselaer provides assessment, short-term counseling 
and referral services on a free and confidential basis.  Counselors are available for 
assistance with issues including family and work communication, parenting, 
legal/financial concerns, marital difficulties, substance abuse, and emergency 
counseling for immediate problems. 
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 I. Insurance 
 
 For the protection of the Institute, its faculty, employees and staff, several forms 
of insurance are carried by the Institute.  Below is a brief summary of the coverages 
provided by our current policies.  Any situation not specifically covered in these 
descriptions, should be directed, in writing, to the director of Risk Management and 
Loss Prevention. 
 
  1. Property 
 
 Buildings and contents owned or leased by the Institute, are covered by an All 
Risk policy for direct physical loss.  There is no Institute insurance coverage for direct 
loss including theft or mysterious disappearance of personal property of faculty, staff 
and visiting faculty. 
 
  2. General Liability 
 
 This insurance covers all locations and activities of University Officers, Faculty 
and Staff for activities arising out of and in the scope of their employment for claims 
made for bodily injury, property damage and personal injury (which may include 
libel, slander and false arrest). 
 
 Also covered under this policy are non-owned aircraft, water craft, and liability 
arising out of the medical treatment at the Institute's infirmary. 
 
 Professional liability insurance is purchased by the Institute for its employees. 
 
 The Institute's liability insurance indemnifies all faculty, staff and volunteers 
when their endeavors are related to university business. 
 
 If the Institute's insurance does not respond, the Institute will defend all above-
mentioned parties in all good-faith acts related to university business that are not 
contrary to public policy. 
 
  3. Blanket Crime 
 
 Covers loss of Rensselaer's monies and securities due to robbery, burglary, 
theft or employee dishonesty.  All employees are insured for this protection regardless 
of position or responsibilities.  The deductible varies between $2,000 and $25,000 per 
occurrence depending on the type of loss covered. 
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  4. Boiler, Pressure Vessels and Heavy Machinery 
 
 Insurance covers explosion, burning, bulging and cracking of insured 
machinery;  electrical motors are covered for sudden and accidental breakdown. 
 
 There is a $25,000 deductible per occurrence. 
 
  5. Automobile Liability and Physical Damage Insurance 
 
 The Institute provides automobile liability and physical damage coverage to 
all vehicles owned and non-owned of Rensselaer.  (Non-owned vehicles are defined 
as long term and short term leased agreements.)  All faculty, staff and, in certain 
circumstances, students are covered under this insurance.   
 
 Insurance coverage under this policy is afforded to the continental United 
States, Canada, and Mexico only.  The Institute does not provide automobile liability 
and physical damage coverage in any other foreign countries. 
 
 For employee's use of own car on business for Rensselaer, the employee's own 
automobile insurance is primary insurance.  Rensselaer's automobile liability 
insurance is excess in this instance.   
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