


Contents
About Buffalo State University	4
Mission	4
Vision	4
Values	4
Accreditations	4
Covenant	6
Student Oath of Matriculation	6
History of the College/History of Departments	6
Governance	7
Buffalo State Council	7
Buffalo State Leadership and Administration	7
Buffalo State College Senate	7
Organizational Chart (Linear)	7
State University of New York (SUNY)	7
Getting Started	8
Paychecks and Direct Deposit	8
Paperwork, Departmental Procedures, Office Assignments	8
The Campus	9
Communication	9
Getting Started with Campus Technology	10
Curriculum	10
Instruction Policies and Procedures	10
Banner and Student Registration	10
Ordering Textbooks and Supplies	11
Syllabus	11
Grading Procedures	16
Midterm Appraisal	16
Final Grading	16
Grading Tip Sheet	16
Critique and Evaluation Period (CEP)	16
Responsibilities & Personnel Matters	16
Faculty and Librarian Responsibilities	16
Academic Obligation	16
Professional Obligation	16
Instruction	17
Assessment & Continuous Improvement	17
Student Advisement	17
Faculty Meetings	17
Office Hours	18
Course Scheduling	18
Scholarly Ability	18
Service to the University, Profession, and Community	19
Annual Report	20
Faculty Appointments	20
Renewal of Term and Continuing Appointment	21
Prior Service Credit	21
Official Personnel Files	21
Graduate Faculty Status	21
Guidelines for Promotion for Faculty	22
Regular Academic Ranks	22
Evaluation Criteria for Appointment, Promotion, and Continuing Appointment for Librarians	22
Faculty Participation in Ceremonies and Celebrations	22
Academic Freedom	22
Copyright	22
Leaves of Absence	22
Renewal & Non-Renewal of Term, Separations	23
Union/United University Professions	23
Scholarship Research Creativity	23
Statement on Applied Research	23
Sponsored Programs	23
Grants and Awards	23
Research-Related Policies	24
Intellectual Property	24
Patents and Inventions	24
Copyrights	24
Additional Resources For Scholarship, Research, Creativity	24
Salaries and Benefits	25
Agreement between the State of New York and United University Professions	25
Compensation	25
Summer Session Compensation:	25
Discretionary Salary Adjustments:	26
Salary Schedules	26
Vacation and Sick Leave	26
Credit Union	26
Disability Coverage	26
Health Insurance Options	26
WorkLife Services	26
Recognition and Awards	26
Employee Resources	27
Your Students	28
Definitions	30
Academic Staff	30
Academic Rank	30
Qualified Academic Rank	30



[bookmark: _Toc161400688]About Buffalo State University

[bookmark: _Toc161400689]	Mission
Buffalo State is a diverse and inclusive university committed to the intellectual, personal, and professional growth of its students, faculty, staff, and alumni. Our mission is to empower students to succeed and to inspire a lifelong passion for learning. Buffalo State is dedicated to excellence in teaching, research, service, scholarship, creative activity, and cultural enrichment.

[bookmark: _Toc161400690]	Vision
Buffalo State will be a nationally recognized leader in public higher education known for
· its caring and rigorous academic environment where lives are transformed through education;
· the intellectual and creative accomplishments of its faculty, staff, students, and alumni;
· its cross-culturally competent community dedicated to developing leaders for an increasingly global society.

[bookmark: _Toc161400691]Values
We, the Buffalo State community, are committed to:
· actively facilitating access to public higher education;
· excellent learning experiences in and out of the classroom;
· being student centered;
· the rigors, joys, and fulfillment of intellectual discovery;
· engagement, applied learning, and partnerships with the community;
· social responsibility;
· respect for diversity and individual differences;
· supportive and collegial relationships;
· opportunities for individuals to realize their full potential.

Accreditations

SUNY Buffalo State University is accredited by the
Middle States Commission on Higher Education
1007 North Orange Street
4th Floor, MB #166
Wilmington, DE 19801

The Middle States Commission on Higher Education is an institutional accrediting agency recognized by the U.S. secretary of education and the Commission on Recognition of Postsecondary Accreditation. Buffalo State also is accredited by the Board of Regents, University of the State of New York. In addition, the following professional organizations have determined that Buffalo State programs meet their accreditation requirements:

Accreditation Council for Education in Nutrition and Dietetics (ACEND)1
Accreditation Association for Ambulatory Health Care (Weigel Health Center)
Accreditation Commission for Programs in Hospitality Administration (ACPHA)
Accrediting Council on Education in Journalism and Mass Communications (ACEJMC)
American Alliance of Museums (Burchfield Penney Art Center)
American Chemical Society (ACS)
Association of Technology, Management, and Applied Engineering (ATMAE)
Council on Academic Accreditation in Audiology and Speech-Language Pathology (CAA)2
Council for the Accreditation of Educator Preparation (CAEP) 3
Council for Interior Design Accreditation (CIDA) Council on Social Work Education (CSWE)
Engineering Technology Accreditation Commission (ETAC)4
Forensic Science Education Programs Accreditation Commission (FEPAC)
International Association of Counseling Services (Counseling Center)
National Association of Schools of Art and Design (NASAD)
National Association of Schools of Music (NASM) National Association of Schools of Theatre (NAST)
Accreditation papers may be reviewed in the Provost’s Office, Cleveland Hall 519.

1  SUNY-Buffalo State University's Nutrition and Dietetics program is accredited by: Accreditation Council for Education in Nutrition and Dietetics (ACEND)

Email: ACEND@eatright.org
Phone: 800/877-1600, ext. 5400
Mail: 120 South Riverside Plaza
Suite 2190, Chicago, IL 60606-6995

https://www.eatrightpro.org/acend

SUNY-Buffalo State University's Dietetics Program is accredited by: Accreditation Council for Education in Nutrition and Dietetics (ACEND)

Email: ACEND@eatright.org
Phone: 800/877-1600, ext. 5400
Mail: 120 South Riverside Plaza
Suite 2190, Chicago, IL 60606-6995

https://www.eatrightpro.org/acend

2  CAA , Council on Academic Accreditation in Audiology and Speech-Language Pathology, is the accrediting body of the American Speech-Language-Hearing Association (ASHA), http://www.asha.org/academic/accreditation/
2200 Research Boulevard #310
Rockville, Maryland 20850
800-498-2071 or 301-296-5700. 

3  The initial and advanced level education programs at SUNY Buffalo State University are accredited by:
The Council for the Accreditation of Educator Preparation (CAEP)
1140 19th St NW, Suite 400
Washington, D.C. 20036
(202) 223-0077

4  The Electrical Engineering Technology, Electronics and Electrical Engineering, Smart Grid programs are accredited by the Engineering Technology Accreditation Commission of ABET, http://www.abet.org
[bookmark: _Toc161400693]Covenant

Buffalo State Is Committed to Providing:
Superb Teaching Faculty

Buffalo State faculty members are:
· Dedicated teachers.
· Nationally renowned scholars who bring the latest research to the classroom.
· Degreed professionals, not teaching assistants.
· Among the best in SUNY—more than 50 have received the SUNY Chancellor’s Award for Excellence.
Innovative and Relevant Programs
· The Intellectual Foundations 2014 (IF 14) or core curriculum ensures that students have a broad-based education.
· The professional curriculum—the academic major—prepares students for career success.
· Accredited professional programs.*
· State-of-the-art technologies, facilities, and library.
An Excellent Learning Environment
· The only SUNY campus in a major metropolitan area, offering exceptional cultural and recreational opportunities—all within walking distance.
· A dynamic and diverse faculty, staff, and student body.
· Strong student support and academic services, delivered by a committed professional staff.
· Outstanding library, with a strong technical and computing infrastructure.

The Buffalo State Student Is Committed to:
First and Foremost, Being a Student
Academics is the driving, paramount goal of student life. It means a dedication to study and being fully prepared for classroom, laboratory, or studio.
Making Progress Toward a Degree
Advance through your program at the expected pace, whether you are a full-time, part-time, day, or evening student.
Graduating

[bookmark: _Toc161400694]	Student Oath of Matriculation

As a new student to Buffalo State, being now admitted to the rite of matriculation in baccalaureate studies, I do pledge to be an exemplary learner; to place the highest value on my intellectual, personal, and professional growth; and to respect learning and knowledge.

My priority is to be an educated person, to make significant progress in my program of study, and to graduate. As a student at Buffalo State, I will conduct myself with dignity, honesty, and civility, respecting the views and diverse backgrounds of my teachers and peers, enhancing the quality of life of my community, and promoting the welfare and esteemed reputation of Buffalo State. This I pledge to myself.

History of the College/History of Departments

[bookmark: _Toc161400696]Governance

	Buffalo State Council
The Buffalo State Council is responsible for the "operations and affairs" of the university. It is composed of ten members—nine appointees of the Governor of New York, and one elected student representative. Appointees serve seven-year terms, and student representatives are elected for one-year terms.

The council meets at least four times annually, and the chair, or any five members by petition, may at any time call a special meeting. The agenda for such meetings will be available three days prior to the meetings and will be considered public records. Five members attending will constitute a quorum for the transaction of business and the act of a majority of the members present at any meeting is the act of the council.

	Buffalo State Leadership and Administration

	Buffalo State College Senate
The College Senate is the official agency through which the college faculty, support staff, and students engage in the governance of the College.  Actions of the College Senate are advisory to the President and addresses the following areas: curriculum; instruction and research; standards for students; faculty/staff welfare; bylaws and elections; budget and staff allocations; student welfare; and academic plan.

	Organizational Chart (Linear)


[bookmark: _Toc161400701]	State University of New York (SUNY)
NYS Department of Education | Board of Regents

State University of New York (SUNY): SUNY was established by act of the 1948 Legislature as a corporate entity in the State Education Department under the Board of Regents. Today SUNY is a statewide system of 64 campuses with four university centers, 13 university colleges, four centers of the health sciences, six colleges of technology, four specialized colleges, 30 community colleges, and five statutory colleges on the campuses of private universities.

SUNY Board of Trustees: The governing body of SUNY, the Board of Trustees directly determines policies to be followed by the 34 state-supported campuses. The 30 community colleges have their own local boards of trustees whose relationships to the State University Board are defined by law.

Policies of the Board of Trustees (PDF, January 2022): The basic document elaborating the organization and governance of SUNY and its guidelines for the policies and procedures (Policies). All SUNY faculty and staff are subject to upholding the Policies. Human Resource Management provides notice regarding the Polices to all new employees at the time of employment.

SUNY Leadership

[bookmark: _Toc161400702]Getting Started
Buffalo State College welcomes you and wishes you great success in your instructional experiences. This brief section of the Faculty Handbook provides you with a few pointers and procedures to follow as you acquaint yourself with the camps and prepare for your students.

The secretary in your department is your first point of contact in assisting you with office and phone assignment, computer assignment, and obtaining department chair signatures and verification for office keys, e-mail account, etc.
	
[bookmark: _Toc161400703]	Paychecks and Direct Deposit
New York State employees are paid bi-weekly. Payment is made either two or three weeks following the completion of the pay period. Those on an administrative payroll (e.g., faculty, librarians, graduate assistants) receive their first check or direct deposit advice at the end of the second pay period after they begin working. For most employees, it is approximately four weeks after they begin work. Therefore, the first paycheck may reflect only two weeks of salary, not four.
See Payroll for complete information, including:
· Direct Deposit Forms
· FAQs
· Payroll Calendar
· Salary Schedules
· Understanding Your payroll documents

[bookmark: _Toc161400704]Paperwork, Departmental Procedures, Office Assignments
Paperwork: The Human Resource Management office provides an Employee Orientation Toolkit.

Office Assignment: Full-time faculty are assigned an office space within the department. Part-time faculty will be assigned shared office space. Office assignments depend on space availability and are determined by the department chair. Consult department secretary for your office assignment.

Keys: Key Policy ● Facilities Key forms

Computer: Full-time faculty are assigned a computer, financed through the faculty/staff replacement fund. Part-time faculty share a computer as assigned by the department.

Mailbox: Consult department secretary.

Phone: Consult department secretary. Adjuncts often share a phone line and voice mail. Full-time lecturers may be assigned an individual phone and voicemail when available.

Photocopying: Class Materials-In general, departments expect faculty to post reading assignments and other handouts through Brightspace rather than printing and distributing paper copies. Some departments do allow faculty to make small quantities of copies using departmental copiers on an occasional basis. Consult your department for specifics.
Copy Center- Consult with your department for guidelines and procedures for making requests for Copy Center services. You need to plan in advance, especially if you are on campus only once or twice a week. Make Copy Center requests ahead of tome, and the materials should be waiting for your when you return to campus.
The Copy Center provides guidelines for acceptable materials, services provided, copyrighted materials, and procedures for submitting requests and pickup times. It is located in the basement of Cleveland Hall, Room 111, (716) 878-4509.

Word Processing Assistance and Secretarial Support: Generally, instructors are expected to undertake their own word processing needs. While departments are not able to provide extensive support for instructors, secretaries or work study students will typically take messages for instructors and place them in office mailboxes and assist in other ways. Consult your chair or department secretary for office procedures.

Faculty and Staff Resource Page

[bookmark: _Toc161400705]	The Campus

The campus wayfinding system is an integrated coordinating system of campus entrances, parking lots, pathways, quads, and landmarks.
· Campus Map
· Self-Guided Walking Tour

Parking and Permits: All vehicles parked on campus, except those in metered areas, are required to display valid college parking permits according to permit instructions. A vehicle may not display more than one permit at a time. Permits can be ordered online and delivered via U.S. Mail or picked up in person at Parking Services Office, Moot Hall 260. Valid photo ID required for pickup.

Campus Dining: Dining Services, provided by Chartwells with a variety of options across campus for faculty and staff.

Identification Card: The Bengal Card is the multipurpose photo I.D. issued to students, faculty, and staff at Buffalo State. Each card has a unique identification number assigned to the cardholder. It is the official I.D. for the use of college services and facilities. Faculty and staff can submit Bengal I.D. Card applications online. Bengal cards are processed and fulfilled by the library, as are replacement cards and replacement fees.

[bookmark: _Toc161400706]	Communication
The official website is http://suny.buffalostate.edu
A variety of announcements (policy, procedural, events, accomplishments, etc.) are distributed each weekday via the Daily Bulletin e-newsletter, administered by the Marketing and Communications Office. Faculty and staff are encouraged to subscribe for automatic delivery to your inbox.
· Daily Bulletin
· Subscribe to the Daily Bulletin
· News
· Events
· Directories Quick Link
· Faculty/Staff Directory

[bookmark: _Toc161400707]Getting Started with Campus Technology

IT Information Technology

New Faculty and Staff Setup
· Email account.
· Banner, the official campus system of records, registration, grading.
· Blackboard Learn, the official campus learning management system.
· Equipment loan
· Software for home use.

IT Help Desk (716) 878-4357 | Appointment Online Booking

Workshop Registration
A wide range of trainings - technology, academic and classroom development, professional development, personal growth, etc. - are offered regularly.

[bookmark: _Toc161400708]	Curriculum
Departments will provide instructors with expectations of students within their departments to help you develop your course content, assignments, and student evaluation procedures. The department can also share with you the Course Proposal used by the College Senate Curriculum Committee in its approval process (with course description and requirements) and can usually share syllabi from previous faculty offerings of the courses you will teach. Faculty are required to adhere to the learning outcomes and course content identified in the course proposal/revision, which have been approved by faculty and curriculum committees and endorsed by the provost and president.


[bookmark: _Toc161400709]Instruction Policies and Procedures

[bookmark: _Toc161400710]	Banner and Student Registration
Banner and Student Registration. It is very important that faculty know how to respond to students who seek registration in your classes and are blocked because the class is filled or a student does not meet a requirement for the class. Become familiar with Registration Add Error Messages and Override Procedures.

Important: There is not one override that "just lets a student into a course." Each override is specific to the reason the registration is blocked and has its own process to allow a student to register. It is possible for a student to have more than on Registration Add Error message, e.g., the student is given an override for "prerequisite" but cannot register because the class is now "closed."
Any student who attempts to register in Banner and receives a Registration Add Error response will automatically receive an e-mail at the student’s Buffalo State e-mail account (Gmail). This e-mail will provide detailed information including the actual error message the student received and the instructor’s Buffalo State e-mail address. The student can then forward this e-mail to the instructor to request an override. The e-mail will contain all relevant information related to the student, the Registration Add Error, and the course/CRN. The instructor can then grant the override if the student meets the necessary criteria to be registered in the course. These e-mails have the subject heading Request for Registration Override.

Registration Overrides | Registration Overrides Video

Registration Add Errors

Waitlisting Option | waitlisting video

Time Conflict Enforcement in Banner: Banner will prevent a student from registering for two courses that are being offered at the same day/time or from registering for a section that starts at the same time a course for which the student is already registered ends.

[bookmark: _Toc161400711]	Ordering Textbooks and Supplies
Upon employment, new tenure-track faculty and adjuncts should contact the Barnes and Noble at Buffalo State Bookstore for textbook and supply ordering information, as the times of hire may not meet the standard ordering deadlines.

Contact the bookstore for textbook and supply ordering (716) 878-5509

[bookmark: _Toc161400712]	Syllabus
A syllabus is among the materials an instructor will distribute to students during the first week of classes each semester. It provides an outline of instructor/student/course learning outcomes/expectations and requirements. A clear syllabus aids both student and instructor with a common ground of understanding of expectations and avoids unwelcome surprises. Syllabi are kept on file in department and deans’ offices each semester.
Required and sample syllabus topics are included here for your reference in developing syllabi for your courses. These topics are universally pertinent to effective classroom management and communication with students. Instructors will add to the content of their syllabi as individual courses, disciplines, and departments require. Department chairs should provide further guidance and requirements for syllabi content as part of the chairs’ training for instructors.
“Writing a Syllabus” (Howard B. Altman, University of Louisville; William E. Cashin, Kansas State University) is the primary source for the following syllabus topics. Their article has been abridged to selected topics and topics added to meet Buffalo State University expectations and recommendations for faculty.
Refer to DOPS Course Procedures and Grading Policies

		Syllabus Statements
The following sections list major content areas that Buffalo State faculty are expected to include in their syllabi.

Course Descriptions, Objectives, Learning Outcomes
The bare minimum is to repeat the description in the college catalog. A paragraph describing the general content of the course is useful. Information about instructional methods, e.g., large lecture with small discussion sections, may also be included here.
Learning outcomes for each course are found on the Senate-approved course proposal and are to be included on the syllabus. Additional learning outcomes for General Education 2023 (GE 23) should be included for GE 23 designated courses.
Some instructors who have developed detailed instructional objectives include them in their syllabi. Information of general course goals (e.g., the learning and application of the general principles of..., or the development of the skill..., or the development of a more positive attitude toward...) can help orient the student to the purpose of the course, the instructor's expectations, etc.

Purpose of Course/Course Description
At Buffalo State, often a one-sentence statement, e.g., This course will initiate students into all phases of the writing process and prepare students for College Writing II.
[bookmark: SyllabusDisruptiveStudents]
Procedures Regarding Disruptive Individuals
Buffalo State faculty are urged to use the following sample text in their course materials distributed to students at the start of each semester.

Syllabus Statement of Procedures Regarding Disruptive Individuals
Disruptive Behavior: Disruptive behavior (cell phones, talking, noise, tardiness, etc.) by students in my class will not be tolerated. Whenever I deem a student to be acting in a disruptive or threatening manner, I will exercise my right to ask that individual to leave the classroom. If refused, I will exercise my right to notify University Police. The responding officer will determine whether an arrest should be made or whether a referral to medical or counseling staff is appropriate. If a student is perceived as a danger to themselves or others, the Dean of Students may propose an interim suspension until a hearing is held. Any student removed from class will have the right to a hearing.

Notice to Faculty Regarding the Students of Concern Care Team:
From time to time, you may encounter a fellow student in class who raises concern over uncertainty about his or her mental health or about possible harm to self or others. You should be aware that Buffalo State has a Students of Concern Care Team to assist and support students in time of difficulty. The team encourages students to inform their professors about the reasons for their concern or to submit an online report explaining those concerns at the students of concern online reporting form.
The team encourages you to report any student of concern so that guidance and support can be provided. Reporting can be done in a confidential manner and will be viewed as supporting our shared goal of ensuring a safe environment for all. Questions about responding to students of concern should be addressed with your professor or in the Dean of Students Office, Campbell Student Union 311, 878-4618.
[bookmark: Accessibility]Student Accessibility
Student Accessibility Services Office:
· Information for faculty.
· Support for students.

Buffalo State faculty should use the following statement in their course syllabi:
Syllabus Statement on Student Accessibility
Accommodations: Students who require accommodations to complete the requirements and expectations of this course because of a disability are invited to make their needs known to the Student Accessibility Services Office, Butler Library 160, (716) 878-4500, or email sas@buffalostate.edu.

Syllabus Statement on Emergencies
In the event of academic activities being disrupted by a campus emergency, this course’s requirements, deadlines, and grading are subject to change. Information about changes in this course will be communicated as soon as possible by email and on Brightspace. If we are unable to meet in the established modality for this course as a result of the disruption, students should immediately log onto Brightspace and read any announcements and/or access alternative assignments. Students are also encouraged to continue the readings and other assignments as outlined on this syllabus or subsequent syllabi.

Academic Dishonesty, Plagiarism
This topic is often treated as a separate topic area. The syllabus should address questions related to cheating, plagiarism, and other violations of academic integrity. At Buffalo State, it is sufficient for the syllabus simply to refer students to the Academic Misconduct Policy.
Many students actually do not know what constitutes plagiarism. We owe it to students to explain what is considered to be plagiarism or cheating, and the library website provides an Avoiding Plagiarism page. A statement outlining formal college policies and procedures to be followed in cases of alleged academic misconduct will be on file in each dean’s office, in the Academic Standards Office, and in the Dean of Students office.

Textual Similarity Detection Software
Buffalo State has a campuswide license to Turnitin for unlimited submissions of student papers for plagiarism detection.
Syllabus Statement on Textual Similarity Software

Class Attendance Policy
At Buffalo State University, class attendance policy is established by the individual instructor. Syllabi should indicate whether regular attendance is required, requested, optional, etc., and indicate the specific consequences of unexcused absences from class, e.g., lower grade, request for explanation, expectation that the work will be made up, or action consistent with the total course performance, etc. The instructor is required to distribute copies of his or her attendance policy to each student within the first week of class. Copies must be filed with the department chair and dean. See DOPS Course Procedures and Grading Policies for more information.

Sample Additional Syllabus Topics
Course Information
In heading of syllabus:
· Course prefix, catalog number, title, category under Intellectual Foundations 2014 requirements, advisement code (writing intensive, where appropriate; diversity, where appropriate; e.g., CWP 101, College Writing I).
· Any prerequisites.
· Meeting location, times (e.g., Bacon 205, MWF 10:00–10:50 a.m.), lab/studio requirements.
Instructor & Department Information
· Instructor full name, title.
· Office location (where to leave assignments), office hours.
· Phone, email, and web address.
· Identify the academic department with which the instructor is affiliated, as well as the academic school (e.g., Communication Department, within the School of Arts and Sciences).

Text, Readings, Materials
College-level instruction is heavily dependent upon the use of print material; if not a required textbook, then a variety of readings. These are becoming increasingly costly. The syllabus should provide students with detailed information about the following:
· Textbook(s): Include title, author, date (and edition), publisher, cost, where available. Often it is appropriate to indicate why the particular text was chosen and/or how extensively it will be used.
· Supplementary reading(s): In addition to the detailed bibliographic information about the readings, the syllabus should indicate whether the readings are required or only recommended, and whether the readings are on reserve in the library or available for purchase in the bookstore. Sometimes instructors make their own books available to students. If this is the case for the given course, that information should be included in the syllabus along with whatever conditions apply to their use.
· Materials: Although many courses use only print material, some courses require additional, and sometimes expensive, materials, e.g., lab or safety equipment, art supplies, special calculators, etc.

Units to Be Studied by Topic and Dates
This section may include assignments and due dates.

Course Calendar & Schedule
Some instructors are concerned that, if they include a daily or weekly schedule of topics to be covered, they can be held legally liable if they depart from it. One remedy for this is to state that the schedule is tentative and subject to change depending upon the progress of the class. If we expect students to meet our deadlines, and to plan their work, we must give them the information needed for such planning.
The calendar or schedule should also include the dates for exams, quizzes, or other means of evaluation. (Such a statement does not imply that all evaluation of students must be in groups and at the same time. A course in college teaching might require that the students be video recorded while teaching a class, so the syllabus could say “to be scheduled individually.”)

The calendar should also include due dates for major assignments, for example, when papers are due, if topics have to be approved and when, if/when outlines or drafts are due as interim steps, etc. Any required special events need to be included in the calendar, e.g., a lecture by a visiting speaker, a dramatic or musical performance, a field trip.
Finally, it is helpful for students to be made aware of registration deadlines (e.g., drop, pass/fail, course withdrawal, leave of absence,) in course syllabi, either by way of referring students to the academic calendar or by transcribing the dates into course syllabi.

Course Policies
Suggested topics:
· Attendance/Lateness: See “Class attendance policy” above. The syllabus should include some statement about attendance (Is it required? Will students who attend regularly be given a break if the grade is borderline?) and about lateness, at least if they are penalized
· Class Participation: If active participation is expected, the syllabus needs to say so. It also needs to explain if/how participation will be graded.
· Missed Exams or Assignments: Since missed exams or assignments affect grades, they are of interest to students. Syllabi should inform students whether exams and assignments can be made up. Statements regarding earning extra credit should also be included if extra credit is an option.
· Lab Safety/Health: In some courses safety/health issues can literally be a matter of life or death. Even if detailed materials are distributed early in the course, the syllabus should include a short statement about the importance of these issues and indicate that more detailed information will follow.
· Grading: This topic, even more than academic dishonesty, is often treated as a separate area in the syllabus. Each syllabus should include specific details about how students will be evaluated: what factors will be included, how they will be weighted, and how they will be translated into grades. Information about the appeals procedures is also appropriate.

Available Support Services
Most college courses have available to the students a considerable variety of instructional support services. The library is probably the oldest resource, and perhaps still the richest. Therefore, it would be appropriate to include a brief statement in the syllabus identifying collections, journals, abstracts, audio, or visual materials, etc. that the library carries that are relevant to the course, as well as identifying the library website and electronic resources. Making students aware of the services available through the Academic Success Office and reinforcing that these services can be of real benefit to students. Also identify computer labs and technology resources available to students. Many courses have other support services unique to them. Briefly describe in the syllabus what is available or tell students where they can get detailed information.

[bookmark: _Toc161400713]Grading Procedures
[bookmark: _Toc161400714]Midterm Appraisal
Midterm appraisal of students regarding their academic standing is required. Faculty are to enter midterm grades and how regularly a student has attended a course (0: never attended, 1: sporadic, unsatisfactory attendance; or 2: consistent, satisfactory attendance in the “Hours Attended” field) in Banner during the midterm grading timeframe. Faculty appraisal of students assists with the campuswide academic intervention and retention efforts. Students have the opportunity to assess their academic performance as soon as midterm grades are posted in Banner and Degree Works. Midterm Grading Window dates are announced in the Daily Bulletin. 

[bookmark: _Toc161400715]Final Grading
Final grading is done electronically through Banner. It is important to become proficient in using Banner and to adhere to deadlines for submitting grades.
Detailed documentation for entering grades is available online. Assistance is also available by contacting the IT Help Desk, (716) 878-4357.

[bookmark: _Toc161400716]Grading Tip Sheet
The Registrar’s Office provides a faculty grading support page, including a video, “How to Grade in Banner,” a grading tip sheet to help with successful end-of-term grading, a schedule of faculty window grading dates, and an explanation of both undergraduate and graduate grades. The explanation pages are also linked on each of the faculty grading rosters.

[bookmark: _Toc161400717]Critique and Evaluation Period (CEP)
Meet classes during assigned times for Critique and Evaluation Period (CEP) during the last week of the fall and spring semesters. It is Buffalo State policy to conduct final student evaluations during CEP, and instructors are not to do so during the final week of classes. CEP schedules are listed by semester on the Course Offerings page.

[bookmark: _Toc161400718]Responsibilities & Personnel Matters

[bookmark: _Toc161400719]	Faculty and Librarian Responsibilities
The Policies of the Board of Trustees (Policies) define expectations for faculty (and staff) of the State University of New York. Article X, “College Faculty,” describes the composition of college faculty, voting faculty, and the role of college bylaws. It specifically states, “The faculty of each college shall have the obligation to participate significantly in the initiation, development, and implementation of the educational program.” (Article X, §4)

[bookmark: _Toc161400720]Academic Obligation
An annual obligation of service for the academic year, not to exceed 10 months.  Traditionally the academic obligation begins the Monday before classes start and ends on May 31 of the following calendar year.  However, Buffalo State's academic year obligation is set by the President annually.  

[bookmark: _Toc161400721]	Professional Obligation
· Professional Obligation & Appointment Year
· DOPS VI:23:00 Faculty Roles and Obligations
· Faculty: The professional obligation of faculty includes teaching, research, scholarship, and/or creative activity; student advisement, including posted office hours; and service to the college and community.
· Librarians: Librarians are subject to the same general professional obligations as faculty, with the exception of teaching and student advisement. Librarians are expected to meet a calendar year obligation.

[bookmark: _Toc161400722]Instruction
Buffalo State takes pride in its reputation for excellent teaching. Each faculty member is expected to strive to enhance teaching and to adapt teaching to the student body. Effectiveness of teaching is very important in all personnel reviews. Most departments have policies that require student evaluations of instruction. Classes may be visited by appointment by appropriate administrative officers and/or colleagues to evaluate teaching effectiveness. The individual instructor has domain over policies and procedures within the classroom. Instructional loads are dependent upon staff allocations, student enrollment, available staff and facilities, and other factors that will affect the specific teaching situation.

Instruction includes activities related to classroom teaching, laboratory study, studio guidance, intern and practica supervision, independent study, thesis guidance, assessment, advisement, maintaining records of student work, student and program evaluation, out-of-class conferences with students, and curriculum planning and development.

Faculty who teach online should review DOPS Distance Education Policy and access resources provided by Instructional Design and Distance Learning.

Support for effective instruction is offered through the Teaching and Learning Center.

[bookmark: _Toc161400723]Assessment & Continuous Improvement
Assessment & Continuous Improvement: Faculty are expected to engage in assessment of student learning outcomes in courses, general education, and major programs.
[bookmark: studentadvisement]
[bookmark: _Toc161400724]Student Advisement
· Academic Advising & Choosing A Major.
· Banner for Faculty and Advisers. View Advisee Listings.
· Be familiar with DOPS Course Load Policy.
· Academic roadmaps list the sequence in which courses should be taken to make the most successful progress toward a specific degree program and is a useful tool for students and advisers during the advisement process. Most department websites provide undergraduate degree program academic roadmaps. The Degree Works audit sheet also is a useful tool for students and advisers to keep track of program requirements.

[bookmark: _Toc161400725]Faculty Meetings
Attendance at faculty meetings is required as evidence that faculty members take their professional obligations seriously. Each year an administrative calendar is distributed providing a schedule of campuswide meetings for the academic year. These meetings, which include the College Senate, UUP, and academic faculties, are held on Fridays at 3:00 p.m.; no classes or other meetings may be scheduled during this time. Faculty should refer to the specific bylaws of their respective schools for additional information concerning campuswide and special faculty meetings. Classes typically are not scheduled on Tuesdays and Thursdays from 12:15 to 1:30 p.m. This time period, called Bengal Pause, is designed to provide time for enrichment of the learning environment through open programs, as well as to allow student groups and campus committees the opportunity to convene. Department meetings are generally scheduled for the first Tuesday of each month, with other faculty groups and committees meeting on other Tuesdays, allowing for campus programs with combined student and faculty participation on Thursdays.

[bookmark: _Toc161400726]Office Hours
Regular office hours should be posted outside each faculty member’s office, with copies on file in the department office. At least three to five hours a week, at times convenient for students, is required, with additional appointments to be made as special needs arise.

[bookmark: _Toc161400727]Course Scheduling
The curriculum of the college reflects the scope of human knowledge and achievement, the diversity of academic programs offered, and the graduation requirements established by the faculty. Scheduling of classes is carried out in such a way as to maximize efficiency by the judicious deployment of resources as we respond to the varying needs of our diverse student body. Accordingly, courses are scheduled throughout the day and evening. Class quota and enrollment reflect the curriculum, the needs of students, the nature and availability of teaching facilities, and pedagogical norms for the various disciplines. To maintain maximum flexibility and efficiency in responding to the multiplicity of student and program needs, class size is carefully monitored, both when initial quotas in classes are established and during student registration in classes. Courses, exclusive of required practica, enrolling fewer than 10 students on the undergraduate level and five students on the graduate level may be offered only upon the specific approval of the appropriate department chair and dean. On an annual basis the appropriate dean will review quotas and course enrollment levels with the department chairs as part of a planning and assessment process of departmental resources and needs. The goal of this activity will be the effective and efficient utilization of institutional resources in meeting campus missions and goals.

[bookmark: _Toc161400728]Scholarly Ability
Scholarly ability involves research, scholarship, and creative activity. The Policies, Article XII, Title A, “Evaluation of Academic Employees,” identifies scholarly ability as “demonstrated by such things as success in developing and carrying out significant research work in the subject matter field, contributions to the arts, publications, and reputation among colleagues.”
This criterion is related to two others: mastery of subject matter and continuing growth. Together, the three underscore aspects of the intellectual life of the professor. Buffalo State, with its emphasis on teaching undergraduates, recognizes its serious responsibility to provide students with an education that is sound, current, and well conceived. A major goal of the college curriculum is to provide students with the skills, knowledge, and attitudes to become lifelong learners.
In all aspects of scholarly ability, there is the critical element of peer review—the practice of sharing ideas, works, and theoretical constructs with members of our own faculty and colleagues in the national and international professional community in order to test those ideas and hypotheses and to evaluate those works. Testing and evaluation validate, strengthen, and stimulate further development of the faculty member.
· Research entails contributing to the accumulated knowledge in a discipline. This type of activity is most common in the traditional disciplines of the sciences, humanities, social sciences, and education, but it also exists in the applied sciences and technologies. Applied research is directed toward the solution of a particular problem rather than the unencumbered search for new knowledge. Faculty members are encouraged to pursue research that responds to the mission and goals of the college.
· Scholarship is, in a sense, an aspect of continued growth, but it is more. Each faculty member must work to ensure that his or her knowledge base is current, accurate, and as complete as possible. It is not appropriate to teach the same course the same way for 10 or 20 years. Scholarship is attested to by peer review, reputation of colleagues, new instructional development, and implementation of new curricula.
· Creative activity most frequently occurs in the arts, the applied arts, letters, and performing arts. Products may be creations, performances, and writings. Creative activity involves not only the creation itself as a product of that effort but also the presentation of that product for critical review by the public and one’s peers.

Many different forms, activities, and events are evidence of research, scholarship, and creative activity. Given the diverse collection of disciplines at the college, a wide variability in acceptable activities will have the end result of maintaining the intellectual and professional vitality of our faculty. For example, scholarship includes activities such as data collection and analysis, library research, laboratory study, studio work, performances, professional development and travel, writing and administration of grants, publications, and presentations.

A vital faculty is the key to a solid, comprehensive, and well-conceived curriculum. To this end, each department has a prepared statement elaborating on the criteria for scholarship in that department. The goal is to assist members of the department in focusing on the activities and evaluating the products of scholarly work.

Faculty members are encouraged to attend and participate in recognized professional meetings. If attendance at such meetings necessitates absence from class or other responsibilities, faculty members must clear this absence in advance with the department chair and indicate the steps taken to ensure classes and duties will be covered appropriately.

[bookmark: _Toc161400729]Service to the University, Profession, and Community
Faculty are expected to perform service to the college, the region, and in the professions. The college relies on faculty committees for policy guidance, program formulation, and a host of other functions. Faculty members serve multiple college governance structures, all of which contribute to the mission and goals of the college. These may include departmental and faculty committees; College Senate committees; special committees, task forces, and policy boards; and commissions and campuswide committees. Involvement in committee work, college governance, administrative assignments, and work with students outside the formal student-teacher/adviser relationships is expected.

Faculty with special assignments in collaboration with professional staff might contribute to one or more of the following: institutional planning and supervision; budget maintenance; data collection and information services; alumni affairs and fund raising; instructional computing; academic support; and special programs for students. Faculty provide leadership and consultation in the public and private sector.  They enhance the cultural life of the campus and community. They are encouraged to share their professional competence in the form of service to their professional associations in significant ways. Contribution of a faculty member’s professional expertise to community agencies, schools, and organizations also is encouraged and is a vital part of the Buffalo State partnership with the larger community. Long-term commitments, however, should be discussed with the department chair before acceptance. Faculty members also participate in regional and national professional organizations.

All faculty are expected to engage in teaching, scholarship or creative activity, and service. The specific mix of these various components is determined by the needs and policies of the institution, the needs of the students, the interests and skills of the faculty, the availability of resources and facilities, and various programmatic requirements. The teaching responsibilities for a department may vary from semester to semester. The numbers of courses taught on an annual basis is based on interrelated factors: programmatic requirements; availability of faculty and laboratory support staff; pedagogical norms of the discipline; importance of studio or laboratory experiences; level of instruction; and demand and historical patterns within the area. The expectation for teaching is six to eight courses each academic year. In addition, faculty members may be reassigned to other professional activities: research or scholarly activity that is expected to result in significant products in their field, significant administrative assignments or extraordinary service, or externally-funded projects that benefit the department and/or the college. Decisions on reassignment from teaching are reached by department chairs and deans in consultation with faculty members.

[bookmark: _Toc161400730]Annual Report
Faculty and librarians are required yearly to submit an annual report summarizing their accomplishments from the current year and indication of plans for the coming year in the areas of scholarship or creative activity, teaching, and service to the college. Institutional Effectiveness and Planning will email a unique link to each faculty member and librarian with instructions and timelines.
Planning and Self Study (PSS ) (formerly Taskstream) is the cloud-based, assessment management system Buffalo State employs to house assessment and reporting documents and data, and to assist in program improvement.

[bookmark: _Toc161400731]Faculty Appointments
Appointment Types
· DOPS New Appointments Procedure
· Appointment Types

Faculty appointment types:
· Term appointment: (Policies of the Board of Trustees, Title D) A term appointment is an appointment for a specified period, usually one year but not more than three years, that automatically expires at the end of that period unless ended earlier because of resignation, retirement, or termination. Most term appointments are renewable on an annual basis for the first seven years leading to permanency, if eligible. Further employment of a part-time employee beyond four (4) consecutive semesters in a professional title shall be a term appointment. Non-renewal notice dates are a minimum of 45 days for part-time, 3 months for first-year full-time term employees, 6 months for second-year full-time term employees, and one year for full-time term (third-year and beyond) employees. A term appointment may not be offered to a new employee without completing a search or obtaining a search waiver from Equity and Diversity.
· Continuing appointment: (Policies of the Board of Trustees, Title B)
Continuing appointment is the appointment to a position of academic rank which shall not be affected by changes in such rank and shall continue until resignation, retirement, or termination.  It is granted by the Chancellor after recommendation by the President. Faculty are eligible upon completion of seven years of service in the academic rank of Assistant Professor, Senior Assistant Librarian, Assistant Librarian. Faculty in the ranks of Professor, Associate Professor, Librarian, or Associate Librarian are eligible upon initial appointment or thereafter (upon the completion of three consecutive years of service, further employment must be on the basis of continuing appointment).
· Temporary appointment: (Policies of the Board of Trustees, Title F)
An appointment which may be terminated at any time. Temporary appointments ordinarily shall be given only when service is to be part-time, consistent with section 2 of Title D, Article XI, voluntary, or anticipated to be for a period of one year or less, or when an employee's initial appointment in the University is made to a position vacated by a professional employee who is serving a probationary appointment pursuant to Title C, section 5, or Title D, section 6.  A temporary appointment is also appropriate whenever a position has been vacated by an employee on approved leave.

[bookmark: _Toc161400732]Renewal of Term and Continuing Appointment
· Renewal & Non-Renewal of Term

[bookmark: _Toc161400733]Prior Service Credit
Prior service credit may be used in determining eligibility for continuing appointment. A maximum of three years’ credit may be granted for full-time prior service in academic rank at any other accredited academic institution of higher education. Prior service credit must be requested by the employee upon initial appointment; it is granted at the discretion of the provost. Waiver of all or part of this service credit shall be granted upon written request of the employee to the provost no later than six months after the date of initial appointment. In computing consecutive years of service for the purposes of appointment or reappointment to the academic staff: (1) periods of leave of absence at full salary shall be included, (2) periods of leave of absence at partial salary or without salary and periods of part-time service shall not be included, but shall not be deemed an interruption of otherwise consecutive service.

[bookmark: _Toc161400734]Official Personnel Files
Official personnel files are maintained for each employee of the college. Personnel files are available for the faculty member's review by appointment during normal business hours in the Academic Affairs Office, Cleveland Hall 519. Generally, at least a 24-hour notice is required for a personnel file review. Content and examination procedures are included in the Agreement, Article 31.

[bookmark: _Toc161400735]Graduate Faculty Status
· DOPS Graduate Faculty
· Graduate Faculty Appointment
· Graduate Faculty Roster

[bookmark: _Toc161400736]Guidelines for Promotion for Faculty
· DOPS Procedures for Promotion of Faculty
· DOPS Policy Guidelines for Promotion

[bookmark: _Toc161400737]Regular Academic Ranks
· Rank of Assistant Professor
· DOPS Procedure for Promotion to Rank of Associate Professor
· DOPS Procedure for Promotion to Full Professor

[bookmark: _Toc161400738]Evaluation Criteria for Appointment, Promotion, and Continuing Appointment for Librarians
Evaluation Criteria
· DOPS Guidelines for Documentation of Teaching Effectiveness
· Faculty Evaluation Criteria

[bookmark: _Toc161400739]Faculty Participation in Ceremonies and Celebrations
· Academic Regalia
· Commencement
· Arthur O. Eve Educational Opportunity Program Honors Convocation
· Faculty and Staff Recognition Ceremony
· First-Year Convocation
· Honors Convocation

[bookmark: _Toc161400740]Academic Freedom
It is the policy of Buffalo State to maintain and encourage full freedom, within the law, of inquiry, teaching, and research. In the exercise of this freedom faculty members may, without limitation, discuss their own subject in the classroom; they may not, however, claim as their right the privilege of discussing in their classroom controversial matter that has no relation to their subject. The principle of academic freedom shall be accompanied by a corresponding principle of responsibility. In their role as citizens, employees have the same freedoms as other citizens. However, in their extramural utterances employees have an obligation to indicate that they are not institutional spokespersons.
· DOPS Academic Freedom
· Policies of the Board of Trustees (Article XI, Title 1)

[bookmark: _Toc161400741]Copyright
· DOPS Patents, Inventions, and Copyright Policy of State University of New York
· Copyrights  

[bookmark: _Toc161400742]Leaves of Absence
· Attendance Records
· Faculty Use of Sick Leave Accruals Policy Statement
· Faculty Quick Guide: SUNY Online Time and Attendance System
· Vacation and Sick Leave
· Other Leaves
· DOPS Military Leave
· DOPS Sabbatical Leave
 
[bookmark: Renewal][bookmark: _Toc161400743]Renewal & Non-Renewal of Term, Separations
· DOPS Procedure for Renewal of Term Appointment and Continuing Appointment
· Renewal and Non-Renewal of Term
· Separations

Public Officers
· Joint Commission on Public Ethics: ethics laws and regulations applicable to SUNY employees.

Union/United University Professions

[bookmark: _Toc161400745]Scholarship Research Creativity
Scholarship, research, and creative activities are required of tenure-track faculty, complement classroom teaching, provide means of contribution to one's field and the academy, and offer the foundation for intellectual and artistic discovery and discourse.
DOPS VII: Research and Development Policies

[bookmark: _Toc161400746]Statement on Applied Research
A Framework for Discussion

Forms and Procedures
· Applied Research Routing Form (Sample)
· Pre-Award and Contract Services
· Pre-Award Forms

Check also with your department or academic school for their internal procedures and forms.

[bookmark: _Toc161400747]Sponsored Programs
· DOPS Application-Administration of Grants and Contracts
· About Sponsored Programs Operations: The Sponsored Program Operations Office at Buffalo State promotes, supports, and administers research, scholarship, and creative and entrepreneurial activities as a commitment to Buffalo State, SUNY, and the broader community.

[bookmark: _Toc161400748]Grants and Awards
· Pre-Award and Contract Services Office: Pre-Award and Contract Services assists faculty and staff in preparing proposals, including the initial grant award process.  
· Research Opportunities: Numerous grants, awards, and enrichment programs are available to Buffalo State faculty, librarians, and staff. Sponsored Programs is a primary resource and provided extensive identification and faculty support services and contract services for securing externally funded research grants and contracts.

[bookmark: _Toc161400749]Research-Related Policies
All Principal Investigators (PIs) must be aware of the policies and procedures relating to research compliance and grant administration.
· Sponsored Program Operations Policies
· Research Compliance
· Pre-Award Forms

[bookmark: _Toc161400750]Intellectual Property
· DOPS Patent and Copyright Policy
· SUNY Innovation and Partnerships
· SUNY Patents and Inventions Policy
· SUNY Intellectual Property Policy

[bookmark: _Toc161400751]Patents and Inventions
Technology Transfer Process and Forms
When an invention results from research administered by the Sponsored Programs Office or State University owned or controlled facilities, the Sponsored Programs Office initiates the technology transfer process, working closely with the Research Foundation Technology Transfer Office. Each invention is evaluated for patentability and marketability, and a patent application is prepared when appropriate. Licensing, option agreements, and research contracts are arranged with companies. Royalties resulting from the invention are returned to the university after the investigator’s 40 percent share has been paid. The technology transfer process is initiated by the Sponsored Programs Office, which works closely with the Research Foundation Technology Transfer Office to market and license the product.
[bookmark: Copyrights]
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SUNY Copyright Policy
Copyright covers writings, music, architectural plans and software. Copyright protection attaches to the material as soon as it is put into a tangible form such as a written manuscript or a drawing. When the materials were developed as part of the requirements of a sponsored activity, title to the copyright is usually in the name of the Research Foundation for State University of New York. In instances where the Research Foundation decides not to market the material, the individual may request title and can then receive the royalty payments as personal income. It is rare for the sponsoring agency to receive part of the royalties.

[bookmark: _Toc161400753]Additional Resources For Scholarship, Research, Creativity
The following listings are additional resources and opportunities for faculty, librarians, and staff to pursue research and other scholarly and creative endeavors, to share their activities with colleagues, and to mentor student research. Sources in addition to those listed here are announced throughout the year and may include deans’ areas, grants through the Academic Affairs Office, and others.
· Collaboration Resources
· Institute for Community Health Promotion (ICHP)
· Center for Health and Social Research (CHSR)
· Individual Development Awards
· Undergraduate Research Office
· Integration of Undergraduate Research into the Curriculum
· Early Undergraduate Research Opportunity (EURO) Program
· The Barnes and Noble at Buffalo State Bookstore carries a full selection of books by campus authors, arranges book signings and pre-publication receptions, and encourages faculty and staff to contact it when publishing.
· E.H. Butler Library provides a variety of resources for faculty and staff scholarship and research: Scholarship & Research Faculty & Staff Guide
· E. H. Butler Library provides space for faculty and staff scholarly exhibits. Contact the library for more information.
· Digital Commons is a campuswide repository and digital showcase of Buffalo State's intellectual output. Buffalo State College's Institutional Repository (IR) system brings together all the college's research under one umbrella, with an aim to preserve and provide access to that research. The IR is an excellent vehicle for working papers or copies of published articles and conference papers. Presentations, senior theses, and other works not published elsewhere can also be published in the IR. Submit your research to the IR through Digital Commons.
· Annual Fall Forum: The annual Fall Forum seeks to develop, encourage, and support Buffalo State faculty and staff research and creativity, and to make collaborative research endeavors and grantsmanship more accessible. This is an excellent opportunity to network with other Buffalo State faculty and staff and to identify common scholarly and creative interests.

[bookmark: _Toc161400754]Salaries and Benefits
The Human Resource Management website provides a full listing of benefits.
Benefits at a glance:
· Full-Time (UUP)
· Part-Time (UUP)
· Benefits Orientation Program

Glossary of HRM Terms
The following are highlighted benefits that may be of particular interest to full- and part-time faculty and librarians. The Human Resource Management Office website provides detailed listings of benefits, updates, helpful links, and name and address change forms.

[bookmark: _Toc161400755]Agreement between the State of New York and United University Professions
· United University Professions (UUP)
· Buffalo State UUP Chapter

[bookmark: _Toc161400756]Compensation
· Direct Compensation/Payroll Cycle
· Direct Deposit Form
· Extra Service Compensation and Dual Employment

[bookmark: _Toc161400757]Summer Session Compensation:
For ten-month academic staff, each faculty member is eligible to teach three to four sections total (normal semester load) and no more than two sections in the same session. Summer Session compensation is dependent upon student enrollment and course credit hours, with Summer Session teaching compensation and professional obligations detailed in the normal Summer Session contract. Contact the Continuing Professional Studies Office.

[bookmark: _Toc161400758]Discretionary Salary Adjustments:
Discretionary salary adjustments serve to reward and encourage excellence in teaching, scholarly or creative activity, and in college or community service; to redress base salary inequities; and to respond to evidence of market value clearly beyond that reflected in current base salaries. See DOPS for policy. The timetable for actions is posted on the HR website and published annually in the Daily Bulletin.

Salary Schedules
[bookmark: VacationAndSickLeave]
[bookmark: _Toc161400760]Vacation and Sick Leave
Faculty and professional staff earn accruals during the course of their employment in accordance with the UUP contract agreement with New York State. Faculty do not earn vacation accruals. They do earn sick leave accruals based on the number of courses taught in a semester. See the schedule for accruals.

[bookmark: _Toc161400761]Credit Union
Morton Lane Federal Credit Union Buffalo State Branch

[bookmark: _Toc161400762]Disability Coverage
· Long-Term Disability Coverage
· Short-term Disability Coverage: See Vacation and Sick Leave

[bookmark: _Toc161400763]Health Insurance Options
· Health and Prescription Drug Plans
· Dental and Vision Care provided through the UUP Benefit Trust Fund
[bookmark: worklifeservices]
[bookmark: _Toc161400764]WorkLife Services
Work-Life Services (WLS) are negotiated benefit programs for Executive Branch employees resulting from a collaboration between NYS and the public employee unions. These programs are designed to increase employee productivity and morale by improving the quality of work and life for employees.
· Employee Assistance Program
· Buffalo State College EAP
· New York State Network Child Care Centers
· Buffalo State Child Care Center
· Flex Spending Account
· NYS-Ride
· Pre–Retirement Planning

[bookmark: _Toc161400765]Recognition and Awards
The timetables for SUNY Chancellor's and Buffalo State College President's awards are posted on the Academic Affairs website.
SUNY Distinguished Faculty Ranks
· Distinguished Professor
· Distinguished Service Professor
· Distinguished Teaching Professor
· Distinguished Librarian

SUNY Chancellor's Awards for Excellence
· Chancellor's Award for Excellence in Adjunct Teaching
· Chancellor's Award for Excellence in Faculty Service
· Chancellor's Award for Excellence in Librarianship
· Chancellor's Award for Excellence in Professional Service
· Chancellor's Award for Excellence in Scholarship and Creative Activities
· Chancellor's Award for Excellence in Teaching
· Chancellor's Award for Excellence in Classified  Service

Buffalo State University President's Awards for Excellence
· President's Award for Excellence in Academic Advisement
· President's Award for Excellence in the Advancement of Equity and Campus Diversity
· President's Award for Excellence in Faculty and Staff Mentoring
· President's Award for Excellence in Librarianship
· President's Award for Excellence in Research, Scholarship, and Creativity
· President's Award for Excellence in Service to the College
· President's Award for Excellence in Teaching
· President's Award for Excellence as an Undergraduate Research Mentor
· President's Award for Excellence as a Graduate Research Mentor
· President's Award for Career Achievement for Faculty
· President's Award for Career Achievement for Professional Staff

Additional Awards
· Dr. Muriel A. Howard Presidential Award for the Promotion of Respect for Equity and Campus Diversity
· Special Program Recognition Award
· Phillip Santa Maria Award for Student Leadership in Equity and Campus Diversity

[bookmark: _Toc161400766]Employee Resources

Professional Development: New Employee Resources

Support Resources for Employees
Buffalo State Child Care Center
Campus House
Emotional Support Hotline – NYS Office of Mental Health
Employee Assistance Program
Fitness Center, Recreation, Intramurals, Athletic Events
Governor’s Office of Employee Relations State Employee Center
Human Resource Management Online Benefits Orientation
Human Resource Management Procedures Manual
Marketing and Communications Office
University Police	

[bookmark: _Toc161400767]Your Students
Faculty are to be aware of programs that focus on students and should refer their students appropriately. Provided is an abbreviated list; additional information is provided in the Undergraduate Catalog and the Graduate Catalog and in the Daily Bulletin throughout the year.

Faculty are encouraged to apply to serve as advisers to student organizations and also to take advantage of opportunities to recognize student excellence throughout the year and at year-end commencement ceremonies.

Your Students-Support and Enrichment
Academic Enrichment Programs
· Honors Program
· Scholarship of Teaching and Learning (SoTL)
· Undergraduate Research
Academic Standards
The Academic Standards Office provides information and assistance related to academic progress and financial aid eligibility.
We offer students:
· Guidance on how to succeed academically when you are having a difficult semester, either personally or academically.
· Aid in appealing college regulations and policies for registration and graduation.
· Certification of your academic status for financial aid eligibility (TAP and Title IV).
· Assistance working through the probation appeals and academic dismissal processes (for undeclared students).
Academic Success
· Academic Advising
· Academic Support
· Bengal Success Portal (Starfish) for faculty/advisor and student communication


First-Year Students
New Student Orientation programming enhances the experience of first-year students, transfer students, and their families in their transition to Buffalo State. A comprehensive collegewide orientation program introduces students to a wide range of opportunities available at Buffalo State and integrates them into life at the college.

College Writing Program provides the basic writing experience for first-year students and supports and assists in the Basic Communication requirement. Courses are taught by both full-time and part-time faculty.

First-Year Honor Society

Educational Opportunity Program
The Arthur O. Eve Educational Opportunity Program (EOP) is an undergraduate college admissions and support program that helps students reach their full academic and personal potential through workshops, tutoring, academic advisement, and mentoring. EOP offers an alternative means of acceptance to Buffalo State for students who show ability and motivation in the face of economic and academic challenge.

The Academic Center for Excellence (ACE) is a free academic mentoring lab open to EOP students on a drop-in or appointment basis. The lab provides students with a friendly and professional learning environment where they can explore and enhance their knowledge of their academic coursework. In addition to tutoring students in their coursework, ACE also helps to improve overall study skills and strategies for academic success.

General Education 2023 (GE 23)
Buffalo State’s General Education program meets the SUNY-wide General Education requirements while maintaining the university's commitment to diversity, interdisciplinary education, and critical inquiry. Students must satisfy the university-wide requirements. Buffalo State requires that all students take 33 credits worth of General Education courses.

General education requirements are determined by student matriculation date and are listed in the Buffalo State Catalog in effect in the year of matriculation. General education requirements may differ for students if AP, IB, CLEP, or transfer credit is awarded.

For students who first matriculated at Buffalo State prior to the summer of 2023, general education is known as Intellectual Foundations.

For students who matriculate at Buffalo State on or after summer 2023, general education is known as General Education 2023 (GE 23). 
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[bookmark: _Toc161400769]Academic Staff
Faculty and librarians, as defined in Article II, “Definitions,” of the Policies are members of the “academic staff.” Academic staff is defined as “the staff comprised of those persons having academic rank or qualified academic rank.” [Article II, §1 (i)]

[bookmark: _Toc161400770]Academic Rank
“Academic rank” is defined as “rank held by those members of the professional staff having the titles of professor, associate professor, assistant professor, instructor, and assistant instructor, including geographic full-time faculty members having such titles, and rank held by members of the professional staff having the titles of librarian, associate librarian, senior assistant librarian, and assistant librarian.”

[bookmark: _Toc161400771]Qualified Academic Rank
“Qualified academic rank” is defined as “Rank held by those members of the academic staff having titles of lecturer, or titles of academic rank preceded by the designations of ‘clinical’ or ‘visiting’ or other similar designations.” [Article II, §1 (k)]
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