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SUPPORT STAFF DIRECTORY 
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Majors, and International Affairs 
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Art History Deason, Cassie 5053 Filene also Arts Administration and Media and Film Studies 
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IMPORTANT DATES FOR DEPARTMENTS & PROGRAMS 2016 -2017 
 

Fall 2016 Semester 
 

August &  September 
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McDevitt, Sylvia Associate Professor Biology 

Schofield, Casey Assistant Professor Psychology 
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TENURE AND REAPPOINTMENT CANDIDATES ~ 2016-17 
Eligible for Tenure 

Name Title Department Notes 
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RESPONSIBILITIES FOR THE OFFICE OF THE DEAN OF THE 
FACULTY  

 
  

 
Dean of the Faculty 
and VPAA  

 
 
Associate Dean of the 
Faculty (with 
responsibilities for 
faculty affairs)  

Associate Dean of the 
Faculty (with 
responsibilities for 
student academic 
affairs)  

Portfolio  Responsible for broad 
vision/leadership for 
AA; planning with 
academic programs; 
appointments across 
AA; tenure-track 
hiring; Endowed 
Chairs; appointment 
of chairs/directors; 
reappointment, 
tenure, promotion (as 
VPAA); Handbook 

Assisting in the 
recruitment of faculty; 
contingent hires; 
presentation of cases to 
CAPT; curricular 
implementation; 
staffing; reviewing 
hiring pools; inclusive 
hiring workshops; 
diversity and inclusion 
initiatives; enrollment; 
faculty development; 
Infrastructure; 
advances civic 
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INTRODUCTORY INFORMATION AND READINGS  

 
ROLE OF CHAIRS/DIRECTORS 
Department Chairs By Artin Arslanian 
(Bennett and Figuli, eds., Enhancing Departmental Leadership, pp. 5-7) 
 
It was by a haphazard process of selection that I became chair of a medium-sized department (10 FTE’s). I came to 
the position unexpectedly and quite unprepared. This was true for many of the new chairs on campus. Most of us 
had not read about departmental leadership, and our requests to the administration of the college for an orientation 
seminar went unanswered. Although some of us solicited advice from experienced chairs on campus, it is safe to 
say that we embarked on our tasks with little experience but full of good intentions. We were resolved to nurture 
departmental collegiality, encourage excellence in teaching and scholarship, and improve the departmental image 
on and off campus. We soon learned that these lofty goals were not easily accomplished.  We tried our best – with 
mixed results. 
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TOMORROW'S ACADEMIA: ADVICE FOR FUTURE DEPARTMENT CHAIRS 
 

The Stanford University Center for Teaching and Learning 
http://ctl.stanford.edu 

 

 

Tomorrow's Academia: Advice for Future Department Chairs  
People become Department Chairs for any number of reasons, but regardless of the avenues that bring them to the 
position, there are bound to be questions about how to prepare, what qualities to develop, and what knowledge to 
gain. No one can be completely prepared for the challenges of the chair position because it is impossible to perfectly 
predict the situations that will arise. Nevertheless, the following suggestions provide some general advice to keep 
in mind whether you are actively seeking the position or you are appointed to it. 
 
Learn the Technical Oper ation of Your Institution  
You probably have a good understanding of how curriculum proposals are approved, budgets are set, disputes are 
negotiated, and searches are approved within your department. (If you don't, stop reading and go find out now. 
This knowledge is essential.) But how do these processes work outside your department? For example, which office 
-- in fact, which specific person in which office -- is contacted when the roof is leaking? Aside from recording 
students' schedules and grades, what are the responsibilities of the registrar's office? Who ensures that 
commencement runs smoothly? If an alumnus needs to have a diploma replaced, how do you handle this request? 
If you wish to change the number of credits required for a major in your discipline, which bodies must approve 
your proposal and whene 
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improvement needed for promotion, and it holds a high probably of alienating other faculty members when tough 
decisions are made, yet promises only a low probability of making friends and influencing people." These concerns 
should be carefully considered, but their reality is less frightening. For every example of a career suffering even 
modestly because of service as chair, there are dozens of examples of people who are able to successfully balance 
administration, teaching, and research and whose willingness to make difficult decisions gained them the respect 
of their peers. Be reasonable about your workload and plan accordingly. Talk to your dean to see if you can gain a 
better sense of how the demands of the position might affect your schedule. Perhaps you can negotiate an additional 
course release in order to keep an important scholarly project on track, make arrangements to team- teach a course, 
or receive additional graduate support for your research project. Most senior administrators have confronted the 
same question of balancing priorities, and you will discover that there is far more understanding and support than 
you may realize. Be candid with your dean about your fears. You will likely receive advice on how to handle 
difficult situations, and you will gain a clearer sense of how well you'll be supported by upper administration. 
 
Become Familiar with Parliamentary Procedure  
Parliamentary procedure will help you negotiate the complexities of the committee structure on your campus, allow 
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LESSONS LEARNED AS A DEPARTMENT CHAIR 
 
The Stanford University Center for Teaching and Learning http://ctl.stanford.edu. An archive of all past postings 
(with a two week delay) can be found at http://cgi.stanford.edu/~dept-ctl/cgi-  
bin/tomprof/postings.php 
 

 

Lessons Learned as a Department Chair 
For whatever it may or may not be worth, before I end this last message as chair I want to tell you some of the things 
I've learned or had reinforced while in the job (apologies to those who suffered as I learned!): 
 

�x 
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MYTHS THAT MAKE CHAIRS FEEL THEY ARE POWERLESS 
From the November 1999 AAHE Bulletin 
 
Six fallacies that stifle change — and how to overcome them 
By Ann F. Lucas 
 
After decades of giving unquestioning respect, the public has become demanding, critical, and angry with higher 
education. Employers are dissatisfied with graduates who lack skills in oral and written communication, critical-
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5. “I am neither fish nor fowl. Being neither faculty member nor administrator, my role is not clear."  
 
Granted that role conflict is stressful, a chair must be the conduit between faculty and administration, representing 
the needs of each to the other. This requires that a chair be an articulate spokesperson for department members to 
administration. It is also necessary for a chair to be a public relations person for faculty members so that their 
accomplishments, their impact on the discipline at the state or national level, and their outreach to the community 
can be appreciated by the rest of the university. 
 
In addition, however, because they represent administration to faculty, chairs must at times advance points of view 
that represent what is deemed to be good for the college or university over what is perceived as good for individual 
faculty members. For example, faculty often strongly resist a chair’s request that they teach an 8 a.m. class, a late 
evening course, or a course that meets three times a week. In each of these cases, faculty may feel that the chair has 
lost the ability to identify with colleagues and is behaving like an administrator. Chairs must handle such conflict 
in their roles with tact, fairness, and good humor. 
 
6. "I have no power. Therefore, I can do  nothing. " 
 
Many chairs feel they have no power, though this perception is not usually accurate. In the context of the work of 
the chair, power is the ability to influence faculty to achieve their own goals as they accomplish the work of the 
department. Chairs have enough power to motivate faculty to increase student learning by teaching effectively, to 
increase scholarly productivity, and to increase service or outreach activities. All they need is to know how to go 
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those difficult conversations in which the collective wisdom of their colleagues is gathered so that commitment is 
developed to confront challenges that face their departments. Chairs need to learn the skills for leading change. 
Chairs must learn how to confront and manage negative behaviors of faculty and staff. They need to learn more 
about motivating department members. Chairs must master skills in creating a supportive communication climate, 
managing constructive feedback, resolving conflict, and be engaged in their own ongoing leadership development. 
In addition, some of the mind-deadening paperwork — the primary complaint of chairs — must be handled by 
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PART ONE  ~  PERSONNEL 
 

I. Faculty Recruitment:   Skidmore College: Faculty Search Process 
 
This document outlines the major components in the academic search process for tenure-track and faculty. These 
inclusive search practices will vary depending on the department, program, discipline, and nature of the position. 
 
A. How to Submit a Proposal for a Tenure -Track Search 

 
Tenure-track faculty appointments are the most important resource the College possesses. Given that they represent 
long-term commitments (30 years or more), placing new tenure lines judiciously is of the utmost importance. 
Likewise, if we automatically replace every person who leaves the College (because of retirement or other reasons) 
with someone who possesses similar expertise, we severely limit our ability to develop new areas, react to 
developments in disciplines or enrollments, support interdisciplinary programs, deliver all-College requirements, 
etc.  It means that the College has little flexibility in faculty staffing except to add new, tenure-track faculty lines, 
which is limited by resources. 
 
In order to ensure that all new or replacement faculty lines receive equal consideration, departments seeking to 
obtain a new line or to retain an existing line will submit a proposal to the DOF/VPAA. The proposal should provide 
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Given these parameters, departments submitting proposals for tenure-track lines should clearly indicate which of 
the following two broad categories are applicable: 
 

1) Positions that will contribute primarily to the programmatic and curricular needs of an individual 
department or program. These positions will be expected to contribute to the Scribner Seminar program 
and/or other all-College requirements. 

 
2) Positions that will contribute substantively to the programmatic and curricular goals of more than one 

department or program. These positions will also be expected to contribute to the Scribner Seminar program 
and/or other all-College requirements. Proposals in this category should provide supporting documentation 
from the partnering department or program so that the nature of the cross-disciplinary interaction is evident. 

 
The DOF/VPAA will issue a call for proposals in late September. Following consultation with Academic Affairs, 
and in particular, the Chairs Advisory Group, departments will be notified in the spring semester as to whether 
they will receive permission to search for a tenure-track position. The deadline for submitting proposals is on or 
around December 1. 
 
The proposal should address: 
 

�x How the position will contribute to the program’s goals and curricular needs of the departments/programs 
�x How the position will contribute to strategic planning initiatives, interdisciplinary programs, other 

departments, all-College requirements, etc. 
�x Records/projections of student enrollments, especially enrollments below 10 at all levels 
�x History of the number of majors 

 
Exceptions to this policy are failed searches, in which case the approval to search for a new line will be streamlined. 
However, in non-renewal of third-year reappointment and tenure cases, justifications regarding the line’s 
configuration need to be made and approved, according to the described criteria, by the DOF/VPAA. 
 

1. Developing an Inclusive Search  Plan and a Search Committee Process for Tenure-Track Appointments  

 

a. The size and composition of the Search Committee will depend on whether the line is departmentally 
based or across departments and/or programs. 

 
b. In the case of departmentally based tenure-track lines, the Chair of the search committee may be the 

Department Chair or a senior member of the department. 
 

�x The Search Committee representation from within departments should include: 
o representation of diverse perspectives 
o representation from  
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c. In the case of cross-department and/or program tenure-
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submitted for review and approval to the ADOF prior to submission to Human Resources. 
 

d. The Chair submits the ad and the potential placement to the Assistant Director for EEO and Workforce 
Diversity for review and the EEO statement. 

 
3. Recruiting an Inclusive Candidate  Pool 

 
a. In order to attract a diverse pool of candidates, the chair is encouraged to target key graduate programs, 

professional publications, web sites, list serves and print media. The Chair should consider email, direct 
calls, and contact with professional colleagues or senior admi



-25-  

f. Please review the travel and entertainment guidelines with respect to the recruiting process: 
http://cms.skidmore.edu/financial_services/upload/SKIDMORE-COLLEGE- TRAVEL-POLICY-11-10-
3.pdf 

 

5. Interview and  Selection 
Review legal and illegal questions cited in the resources below 
 
6. Checking  References 
 

a. The Search Committee should develop guidelines for phone references or review of reference letters: 
 

�x Identify who makes the calls 
�x Determine focus areas for questions 
�x Develop questions to learn about past performance 
�x Ask the candidate for additional references beyond the list they provide 

b. Reference checks are completed before an offer is made. 
 

c. Candidates should be informed that background checks will also be perfor[(R)8.w2d be
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�x Enrollment data 
 

Request(s) for full- and part-time appointments should be discussed with the ADOF before submitting 
an ATE. In the case of multiple renewals of part-time faculty, such consultation may be requested by the 
ADOF upon submission of the ATE. 

 
2. Search Guidelines for Faculty in Contingent Appointments : 

 
a. Depending on the length of appointment, the ADOF may request that the Department Chair submit 

a position description and a search plan (e.g., position description, advertisement copy, timeline for 
the search, and search process) before approving the ATE. 

 
b. The Chair and delegated department members will interview all one-year hires. The Chair should 

consult with the ADOF before making an offer. It is not necessary for the ADOF to interview 
candidates for part-time or one-year positions. 

 
c. In the case of multiple-year appointments, generally no more than two (2) finalists may be invited to 

on-campus interviews: 
 

�x Contact the DOF/VPAA Office to schedule appointments for interviews with the ADOF (x 5705). 
�x PLEASE SECURE THE APPOINTMENTS BEFORE DETERMINING THE CANDIDATE'S 

ITINERARY - APPOINTMENT TIMES ARE LIMITED . 
�x Forward paper copies of the complete dossiers to the ADOF Office including: cover letter, CVs, 

supporting letters, and the itinerary in a manila file folder with the candidates’ names and 
interview dates/times on the label. 

 
d. The Chair, after consulting with the ADOF, will make an offer and negotiate salary with the finalist. 

 
D. Diversity in Hiring: Strategic Considerations 1 
 
Engaged Liberal Learning: The Plan for Skidmore College 2005-2015 has set forth the College’s strategic direction and 
goals. Goal II of The Plan states that we “will challenge every Skidmore student to develop the intercultural 
understanding and global awareness necessary to thrive in the complex and increasingly interconnected world of 
the 21st Century.” If we are to achieve this objective, we must, in the words of Gandhi, “be the change we wish to 
see in the world.” That is, we must first develop within and across our community the knowledge and skills that 
we seek to impart to our students. As one necessary means to achieving this end, we must recreate Skidmore itself 
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sparks that herald the emergence of a new idea. Attention to difference in background, cultural perspective, life 
experience, and worldview is, thus, an essential element within the larger framework of Skidmore’s most 
fundamental and longstanding institutional commitments. 
 
In light of these values, each new search and admissions cycle marks a moment of opportunity and possible 
transformation for the campus community. So as we look to each pool of potential students, faculty members, or 
other employees, we must reaffirm our commitment to increasing representation from specific targeted 
populations, especially persons of color, those who bring international perspectives, and other members of under-
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Pre-employment Inquiries:  
Throughout the interviewing process, it is important for the person(s) conducting the interview to be aware of the 
anti-discrimination laws with regard to pre-employment inquiries.  These laws apply not only to recruitment and 
hiring, but also to transfers and promotion of employees. 
 
In general, one should avoid any questions that, either directly or indirectly, are likely to elicit information about 
an applicant’s membership in a protected class, including the applicant’s race, religion, color, national origin, sex, 
age, disability, marital status, military status, sexual orientation, genetic predisposition, domestic violence victim 
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Lawful and Unlawful Pre -Employment Inquiries  
Subject Lawful Inquiries  Unlawful Inquires 

Name �x Whether the applicant has worked 
under another name. 

�x Have you ever worked for this 
college under a different name? Is 
any additional information 
relative to change of name or use 
of an assumed name or nickname 
necessary to enable a check on 
your work record?  If yes, explain. 

�x What name(s) are your work 
records listed under? 

�x Inquiries about the name that 
would seek to elicit information 
about the candidate’s ancestry or 
descent (e.g., what nationality is 
your last name?). 

�x Inquiries about name change due to 
a court order, marriage, or 
otherwise. 

�x Maiden name of married women. 

Birthplace  �x See citizenship below. �x Birthplace of applicant, spouse, 
parents, or other relatives. 

Citizenship  �x Statement that employees must be 
eligible to work in the United 
States. 

�x Do you have a legal right to work 
in the United States? 

�x Whether the applicant is 
prevented from lawfully 
becoming employed in the US 
because of a visa or immigration 
status. 

�x Any inquiries about citizenship or 
whether the applicant is or intends 
to become a U.S. citizen. 

�x Birthplace of applicant. Birthplace 
of applicant’s parents, spouse or 
other close relatives. 

�x Of what country are you a citizen? 
Whether an applicant is 
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Race, Color, 
Physical Features** 

�x 
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crime, other than minor traffic 
violations? If yes, please describe 
(No applicant will be denied a 
position because of a conviction 
for an offense unless there is a 
direct relationship between the 
offense and the position, or unless 
hiring would be an unreasonable 
risk). 

 

Religion or Creed  �x No acceptable inquiry. �x Any question requesting the 
applicant’s religious denomination, 
religious affiliations, church, parish, 
pastor or religious holidays 
observed. Applicant may not be 
told “This is a (Catholic, Protestant, 
or Jewish) organization.” 

�x What religion are you? Which 
religious holidays will you be 
taking off from work? What church 
do you attend? Do you attend 
church regularly? 

Military Experience  �x If needed for employment history, 
you may ask about applicant’s 
military experience in the U.S. 
Armed Forces. 

�x Any question into applicant’s 
general military experience. 

�x Any question into type of discharge. 

Organizations  �x Inquiry into applicant’s 
membership in organizations that 
the applicant considers relevant to 
his/her ability to perform the job. 

�x Asking what organizations, clubs, 
and societies the applicant belongs 
to that are not relevant to his/her 
ability to perform the job (political, 
social, religious, etc.) 

�x 
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 in diversity events/and or 
organizations at other employers. 

�x How have you integrated 
multicultural issues as part of 
your professional development? 

 

Relatives �x Name of applicant’s relatives 
already employed by the college. 

�x Names, addresses, ages, number or 
other information concerning 
applicant’s spouse, children or other 
relatives not employed by the 
college. 

Driver’s License (if  
applicable)  

�x Do you possess a valid NYS 
driver’s license? (if necessary to 
perform duties of the position) 

�x Requirement that an applicant 
produce a driver’s license. 

Travel  �x This position requires travel. Are 
you willing to travel? 

�x Since you have children will you 
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F. Adjunct  Faculty  Pay Scales and FTE Chart  
 

GENERAL ADJUNCT FACULTY PAY SCALE  
Years at Skidmore 1-3 Courses per Academic Yr 4 Courses/Academic Yr 

1-3 Years $1,300 per credit hour $1,500 per credit hour 
4+ years $1,400 per credit hour $1,600 per credit hour 

OVERLOADS: $1,150 per credit/contact hour – no scale 
SCIENCE ADJUNCT FACULTY PAY SCALE  

Years at Skidmore 1-3 Courses per Academic Yr 4 Courses/Acadr
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G. Authorization to Employ (ATE) Process for Faculty  Appointments  
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b. Request for Waiver of a Search 
 

A waiver of a search request must be approved by the Dean of the Faculty’s Office and the Assistant 
Director for EEO and Workforce Diversity. Generally, the waiver may be used only for renewal of 
contracts. 

 
c. Advertising the Position 

 
�x Create the advertisement and attach it to the ATE for review. 
�x Include a diversity statement to attract a diverse pool. 
�x Indicate the list of publications that will carry the advertisement and indicate deadlines. Check 

with the Assistant Director for EEO and Workforce Diversity to ascertain that the 
advertisement appears in the appropriate venues to attract a diverse pool of candidates. 

�x The advertisement will be reviewed by the Assistant Director for EEO and Workforce Diversity 
to ascertain that it is in compliance with federal regulations. 

�x The Assistant Director for EEO and Workforce Diversity will add the inclusive hiring language 
to the ad. 

�x Please remember that, due to cost, the College prefers online to print advertisement. Consult 
the DOF/VPAA or the ADOF should you have questions. 

 
d. Demographic Data Collection 
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all agreed-upon terms are included. 
�x A return date is generally set for two weeks from the date of the contract letter. The 

DOF/VPAA/ADOF will request the chair or director to follow-up with the candidate if s/he has 
not returned the
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�x Faculty/Student Research, independent studies, theses, etc. 
�x Other. 

 
b. Professional Activity 

 
�x Publications, exhibits, performances, etc. (Give full citations with dates). 
�x Presentations at professional meetings or on campuses. 
�x Supported by Skidmore Travel funds? Fully, partially, or not at all. 
�x Consultancies. 
�x Workshops attended on or off campus. 
�x Professional meetings attended and/or professional association committee responsibilities. 
�x External Grants (applied for, received, or denied) 
�
  Name of foundation or agency; 
�
  Title of Proposal; 
�
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2. Third -Year Reappointment Cases 
 

“An appointee considered by the department to be a candidate for reappointment at the end of the 
second year will be evaluated in the third year according to departmental procedures. The department 
must submit its recommendation, positive or negative, with supporting evidence to the office of the 
Dean of the Faculty on or before January 15 of the appointee’s third year.” (Faculty Handbook, Part One, 
Article VIII [D][1][b]) 

 
The process for third-year reappointment cases for tenure-track faculty include: 

 
1. Letters:  Each clearly indicating support or lack thereof. 

 
�x The Department or Program Personnel Committee (PPC) must submit, at a minimum, a 

consensus letter signed by all faculty eligible to write on behalf of  the candidate as indicated 
by department or program procedures that summarizes (1) the department or program’s 
overall recommendation, positive or negative and (2) the evidence supporting the 
recommendation to the Associate Dean  of the Faculty (faculty affairs) on or before January 15 

of the appointee’s third year, and 3) departmental or programmatic need. 
�x If faculty members eligible to write on the candidate’s behalf disagree with the consensus 

letter and therefore cannot sign it, faculty members may write an individual letter to the 
Associate Dean of the Faculty (faculty affairs) on or before January 15 with their 
recommendation and a summary of the supporting evidence for the recommendation. 

�x Program Directors, whenever pertinent, will also write letters. 
 

2. Student evaluations: both quantitative evaluations and qualitative evaluations (please make sure 
that all copies of the long forms are legible). 

 
3. Documentation of professional activity whether scholarly or creative, such as publications, 

conference papers, tapes, reviews (by or about candidate), slides, etc. The Chair's letter should 
explain the candidate’s professional activity and how it should be or/has been evaluated (e.g., 
professional status of journals, conferences, galleries, etc.) 

 
4. Teaching and research or scholarly statements from the candidate are desirable. 

 
5. Copies of annual and semi-annual summary of activities reports. 

 
6. List file contents. Copies should be kept by both the chair and the candidate. In the case of 

additions, all copies of the content list must be updated. 
 
D. Stop tenure clock policy   
 
See Faculty Handbook, Part 1, Article VIII [E][4]). 
 

E. Suggested Guidelines for Writing Letters in Reappointment and  Tenure Cases 
 

The Faculty Handbook mandates participation of certain faculty in reappointment and tenure cases. Moreover, 
other members of the faculty and administration are often invited to provide recommendations to the 
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DOF/VPAA or to the Committee on Appointments, Promotions, and Tenure (CAPT). The following extracts 
from the Faculty Handbook make clear who is required/invited to participate in these personnel cases. 

 
1. Third
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continue to be needed, as far as the department’s future can be projected. 
 

5. While reappointment letters are directed to the DOF/VPAA, and letters in tenure cases are addressed 
to the CAPT, there are some general points to consider which may help faculty, and particularly 
Department Chairs, in writing effective letters. 

 
6. Letters should help the DOF/VPAA and CAPT to understand the case by explaining the nature of the 

candidate's teaching, research, and service. Every field has its idiosyncrasies as does every personnel 
case; moreover, while members of CAPT and the DOF/VPAA have a great deal of experience in 
evaluating personnel cases, they are unlikely to have specific expertise in the candidate’s field, 
especially since no member of CAPT may deliberate about a case from his or her own department. 
Therefore, the most useful letters place the candidate's record in the context of his/her field as well as 
in the context of the work of the department and the college. 

 
7. Nearly every candidate has both strong and weak points in his or her file. An effective letter offers an honest 

evaluation of both the candidate's strengths and weaknesses and shows how such an evaluation leads to either a 
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9.  NOTE FOR CHAIRS: The Chair's letter plays an extremely important role in a reappointment or tenure 
case. This letter should not only respond to the points and questions raised above, but present the 
department's position on a case. If a department generally agrees about the evaluation of a candidate, 
the chair must still account for, and attempt to explain, the di ssonant voice(s). If a recommendation 
is genuinely mixed, again, the Chair needs to offer CAPT and the DOF/VPAA a context for 
understanding the difference in perspectives. Ignoring negative (or positive) voices only provokes more 
questions for those reading the file. Moreover, ignoring student complaints about teaching, or a thin 
publication record, or a service category that is all but empty suggests that the Chair thinks that CAPT 
or the DOF/VPAA will not notice what the Chair does not point out. On the c ontrary, CAPT will 
struggle all the more over a case that has not been comprehensively presented by the Department Chair.  

 

F. Procedures for Evaluation of Program Directors and Faculty  Assigned to Programs 
 

1. If the candidate is tenure-track or tenured in a department, the Department Chair shall take into 
account the candidate's contributions to the program in writing the annual (or in the case of tenured 
faculty, triennial) letter of evaluation. (For tenure–track candidates in a program, see Faculty Handbook, 
Part One [Faculty Rights and Responsibilities], Article 
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2. Second-year review is typically completed in the second 
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Deadlines for September  
 

September 1 

�x Candidates for tenure submit names of referees inside the Skidmore community to the chair of CAPT. 
�x ADOF informs CAPT of any special arrangements regarding chairs or personnel committees in tenure cases. 
 

September 7 

�x The Chair of CAPT sends a letter listing tenure candidates for the year to the President with a copy to the 
DOF/VPAA and ADOF. 

�x The Chair of CAPT requests letters from chairs, full-time faculty members (and those holding shared 
appointments) in the candidate’s department (in the ranks defined in Part One, V Categories of 
Appointments to the Faculty, Topic A, Tenure Track Appointments and E.2.b. Artist or Writer- in-
Residence) in at least their third year of full-time service at Skidmore College, program directors (where 
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OCTOBER 
During the Month of October  

�x CAPT deliberations on tenure candidates commence and continue to Wednesday, November 25. 
�x CAPT meets with potential candidates for promotion and their chairs. 

Deadlines for October  

October 2 

�x The Chair of CAPT sends to tenure candidates a list of names of all those who have written unsolicited letters 
about the candidates. 

�x Letters from chairs or other evidence of completed degrees due to the DOF/VPAA on promotions for those 
faculty who earned terminal degrees during the summer. 

 
October 9 

�x Latest date to hold open meeting on promotion for qualifying candidates, chairs, and other interested 
parties. 

�x 
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December, last day of classes 
�x ADOF notifies department chairs regarding tenure recommendations; department chairs immediately 

notify candidates.  
 

December 22 
�x Recommendations for promotion due to CAPT 
�x Candidates and department chairs submit files to CAPT containing supporting materials for promotion 
�x The Chair of CAPT sends to candidates for promotion a letter stating that they are candidates for promotion. 
�x CAPT deliberations on promotions commence and continue to 
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May 27 

�x Letters from department chairs to ADOF stating whether second-year faculty members are candidates for 
3rd year reappointment; ADOF delivers list of 3rd year reappointment candidates to CAPT. 

 

IV.  Retirement Process 

Faculty or department staff generally retire at the end of a semester. While most choose to retire at the end of the spring 
semester, you may have notification of a fall retirement also. Any non-faculty members in your department may, of 
course, choose any time of the year to retire. 
 
In order to facilitate a successful transition to retirement, the following guidelines are recommended: 
 

�x Ask the faculty or staff member to submit her/his request in writing. 
�x Forward one copy of the resignation notice to the DOF/VPAA Office and one copy to Human Resources. 
�x Encourage the faculty member or employee to discuss his/her benefits with Human Resources who will guide 

her/him through the process of requesting retirement payments, social security, and any other eligible benefits. 
�x You should be aware that if the faculty member is retiring at the end of the spring semester, his/her last paycheck 

could be either in May or June; if it is at the end of fall semester, his/her last paycheck may be at the end of 
November or beginning of December. Human Resources will be able to indicate the actual date. 
 

V. Phased Employment  Guidelines  
 

Based on a recommendation from the Department and with concurrence from the DOF/VPAA, a faculty member may 
elect to participate in the phased retirement program, which can be reviewed at http://cms.skidmore.edu/hr/policies for 
eligibility and benefit coverage information. 
 
Please note that there is no guarantee that a faculty line will return to a department following a retirement or a resignation. 
Remember that the position request is submitted to the DOF/VPAA and that a justification of need based on 
programmatic, curricular and institutional goals is necessary for all tenure-
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5. Syllabi that individual faculty produce while at the College are the intellectual property of that faculty 



-53-  

�x If an active grant is being transferred to another academic institution, equipment purchased on that 
grant may be transferred to the new institution in accordance with the terms and conditions of the 
grant. 

�x If a transfer of equipment has been requested, a detailed list of such equipment (including laboratory 
equipment, office equipment, computing equipment, etc.) must be prepared and approved for 
transfer by the department chair. Once the department chair has determined there is no interest 
among other members of the College faculty, the departmentally approved list must then be 
submitted to the Purchasing Office and to the Office of the Dean of the Faculty and Vice President 
for Academic Affairs for approval. The list must show the source of funds used to purchase each 
item of equipment. 

�x Equipment funded by a grant which is no longer active will be released only if the department chair 
certifies that the equipment is not needed by other Skidmore investigators in any department in the 
conduct of research or instruction at the College. 
 
 

C. Software 
 
Software purchased by the departing Skidmore faculty member in whole or in part with College funds (such as 
start-up funds, FDC awards, departmental general appropriations or departmental restricted funds) may be 
transferred to the terminating Skidmore faculty member unless the faculty member's department elects to retain 
such materials. 
 
Software licensed to the College may not be retained by or transferred to the terminating Skidmore faculty 
member. Software licensed to the College may not be used by a departing Skidmore faculty member subsequent 
to the termination of their contract. 

 
D. Books, DVDs, Other Media 

 
Books, DVDs or other media purchased by the terminating Skidmore faculty member in whole or in part with 
College funds (such as start-up funds, FDC awards, departmental general appropriations or departmental 
restricted funds) may be transferred to the terminating Skidmore faculty member unless t
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2. Materials acquired under Transfer Agreements 
 

Research materials acquired from third parties under a transfer or other agreement must be identified in 
writing to the Office of the Dean of the Faculty and Vice President for Academic Affairs.  Typically, such 
agreements do not allow for the transfer of such research materials either to the terminating faculty member 
or his/her new institution. If transfers are allowed, a formal agreement for transfer will need to be executed. 
These documents may also require review and approval by the original supplier under the terms of the 
parent transfer agreement. 
 
The faculty member bears the expense of shipping any research materials (e.g., books, samples, etc.) to the 
new institution. 
 
For hazardous materials or other materials covered under Skidmore’s biosafety policy, the Academic Safety 
Officer is available to assist with packing of such materials to promote safety and integrity of the materials. 

 
3. Research Data on Externally Funded Projects 
 

a. When a faculty member (other than the Principal Investigator) with senior personnel status is engaged 
in an externally funded research project on which a Skidmore faculty member is the PI and terminates 
employment at the College, s/he may take a copy of research data, laboratory notebooks, etc. on which 
s/he have worked and for which s/he was responsible, subject to relevant confidentiality restrictions. 
Original data, however, must be retained at Skidmore by the project’s Principal Investigator. 

 
b. When a faculty member (other than the Principal Investigator) with senior personnel status is engaged 

in an externally funded research project in a sub awardee/consortia partner capacity and terminates 
employment at the College, s/he may retain copies of the original research data, laboratory notebooks, 
etc. on which s/he have worked and for which s/he was responsible, subject to relevant confidentiality 
restrictions. A complete and exact copy of all research data must be left at the College. In addition, the 
faculty member must agree to retain the original data for the retention period specified by the parent 
grantee and awarding entity. The terminating faculty member further agrees to provide the College with 
access to the original data as well as other individuals or entities having a compelling need for access. A 
compelling need would primarily be related to the administrative adjudication of issues related to the 
research collaboration, lawsuits, intellectual property disputes, sponsor inquiries and audits, and cases 
of research misconduct. 

 
c. When a faculty member who is a research PI on an externally funded grant terminates employment at 

the College, the institution and faculty member shall enter into an agreement over whether the faculty 
member may take the original data or a complete and exact copy of the data with them. If the faculty 
member takes the original data, a copy must be left at the College. In addition, the faculty member must 
agree to retain the original data for the required retention period (a period to be specified in the 
agreement) and to provide the College with access to the original data as well as other individuals or 
entities having a compelling need for access. A compelling need would primarily be related to the 
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d. If the terminating faculty member's new institution claims an ownership interest in the original data, 
then the investigator shall obtain from his/her new institution an agreement that guarantees: 1) the 
acceptance of custodial responsibilities for the data, and 2) Skidmore's access to the data, should that 
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5. SUPPORT: The Chair shall seek to provide faculty members with adequate office space and working 
facilities and, in consultation with the DOF/VPAA, shall make   necessary budgetary provisions for 
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PART TWO ~THE ACADEMIC PROGRAM  
 

I. Guidelines for Department/Program Triennial Reports 
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a. Surveys: Student surveys or surveys of employers and others provide impressions from 

survey respondents. These impressions may change over time (for example, will a senior value 
the same thing as an alumnus who has been working for several years?). Respondents may 
respond with what they think those conducting the survey want to hear, rather than what they 
truly believe. Surveys are easy to administer, but often do not result in responses from 
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�
  A roster of the department (including administrative assistants) and a curriculum vitae of 

each faculty member of the department or program. 
 
�
  The most recent department or program annual report, including recent enrollment data and 

information regarding assessment of student learning. 
 
�
  Any special publications of the program, e.g., admissions brochures, newsletters, etc. 

 
3. Programs will complete the self-study to be sent to the DOF/VPAA and the ADOF for review at 

least four weeks prior to forwarding it to the external evaluators. Reviewers should receive the self-
study no later than two weeks prior to their visit. The self-study should address the following areas 
or 
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D. Schedule of Department/Program  Reviews 
 

2016-17 Political Science 
Management and Business  
Physics 

2017-18 American Studies  
Asian Studies  
Computer Science 
Dance 
Environmental Studies and Sciences 
Geosciences 
Gender Studies 
History 
Institutional Research 
Latin American Studies 
Mathematics  
Registrar 
World Languages and Literatures 

2018-19 English 
IGR 

2019-20 Anthropology 
Arts Administration 
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IV.  Guidelines for the Retention of Files in Department Offices  
 
Departments or faculty should retain the following documents for the time periods specified below: 

 
A. Personnel records of faculty: 
 

�x Who have been denied a personnel decision: 6 years and 2 months 
�x Resigned:  6 years and 2 months 

 
B. Search files:  2 years. 

 
C. Instructor evaluations: 
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enrollment patterns in the course? Would the deletion of a course from your program prevent some 
students from completing a major or minor requirement? 

 
2. In cases where there might be significant overlap in content between a proposed course and an 

existing course (whether in your department or in another department or program), chairs are 
requested to consult with the head of other departments and programs (where appropriate) and 
provide an explanation to the Committee indicating the nature of the differences and similarities. 

 
3. How does the proposed course change affect staffing? For example: can new courses be adequately 

staffed in the future given the size of your department and current faculty loads? Will your proposal 
have an impact on staffing in another department (e.g., the deletion or addition of a prerequisite 
course outside your own department), or an impact on your department's staff involvement with all-
college requirements? All such matters should be discussed with the ADOF. 

 
4. The Committee is charged with reviewing the academic coherence of individual majors, minors, 

and concentrations, and their relationship to other programs within the College. This should be a 
central concern for departments and programs proposing course and program changes. 

 
C. Procedures 
 

1. The Committee has created several forms for processing curricular revisions using an online 
curriculum management tool called Curriculog. The following forms can be accessed at 
http://www.skidmore.edu/curriculum_committee/forms/index.php]: 

 
�
  Propose a New Course or Substantial Revision of an Existing Course  
�
  Propose a Scribner Seminar – either as a New Course or Revision of an existing course 
�
  Request Routine Revisions 
�
  Propose Revisions to Major/Minor/Programs (also use for new majors) 
�
  Establish or Eliminate a Major  
�
  Sample Syllabus with Learning Goals (http://www.skidmore.edu/academics/curric/BI360.pdf) 

(for further information please see Assessment Handbook 
[http://cms.skidmore.edu/assessment/Handbook/index.cfm]) 

 

2. The forms should be submitted online through Curriculog with the appropriate signature from the 
Department Chair and/or Interdisciplinary Program Director (even when proposing a First-Year 
Seminar or other interdisciplinary courses). If the proposed changes affect more than one 
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the proposal to the Chair of Curriculum Committee. Routine revisions are handled in an 
expedited fashion by the Chair, and may not involve committee discussion. Such revisions 
will be considered approved when signed by both the ADOF and the Chair of the Curriculum 
Committee. 

 
b. New courses or substantial revisions to existing courses (e.g., change in course description, 

change in course level/number, change in semester hours of credit, change in all-college 
requirements designation, change in enrollment cap, increase in prerequisites) should be 
submitted online through the appropriate channels.  After an administrative review, the 
Associate Dean will forward the proposal to the Chair of Curriculum Committee, who will 
then bring the proposal before the committee. If the course is a First-Year Seminar, then the 
proposal must have the signature of the Director of the First-Year Experience before 
submitting it to the ADOF. If the course is to contribute to an Interdisciplinary Program, then 
the proposal must be submitted to the Program Director for review before consideration by 
the ADOF. Consult the appropriate Program Director for submission deadlines. The Chair of 
the Curriculum Committee, in consultation with the ADOF, will place the proposal before the 
committee as soon as possible. New courses and substantial revisions to existing courses will 
be considered approved when signed by both the ADOF and the Chair of the Curriculum 
Committee. The signature of the ADOF indicates that the ADOF and the Department Chair 
have reviewed the proposal for scheduling, budgeting, staffing, and space considerations. 

 
c. Revisions to majors, minors, or programs should be submitted online through Curriculog.  

After an administrative review, the ADOF will forward the proposal to the Chair of 
Curriculum Committee, who will then bring the proposal 
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E. Supplemental Information About  Forms 
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Library, such information is also quite useful. 
 
Even if the proposal is for a course outside of the proposer's department (e.g., FYE Scribner Seminars), the 
Chair of the department in which the proposer resides must sign the proposal. 
 
The Major/Minor/Program form is deceptively simple. However, the creation of a new major, minor, or 
program is a laborious process. The potential resource implications are significant, so the ADOF will need to 
work closely with the people proposing the new major, minor, or program. Revisions to existing majors, 
minors, and programs may also have resource implications, so they will also be reviewed carefully by the 
Associate Dean before bringing the proposal to the Curriculum Committee. 
 
F. Links To Other Curriculum  Information  
 

�
  Guidelines for  a First -Year Seminar: 
http://www.skidmore.edu/academics/curric/Guidelines%20for%20a%20FYS.doc 

 

�
  Writing Intensive Course Guidelines: 
http://www.skidmore.edu/academics/curric/guideWritIntensive.html 

 

�
  Quantitative Reasoning  2: 
http://www.skidmore.edu/academics/curric/qr2-rev.htm 

 

�
  CEPP Guidelines: 
Includes: Culture-Centered Inquiry, Humanities, Social Sciences, Natural Sciences, and Arts 
http://www.skidmore.edu/academics/curric/CEPPguidelines-2.htm 

 

�
  Honors Forum: 
http://www.skidmore.edu/academics/hfc/ 

 
VI.  Faculty Response to Student Integrity  Problems 
 
A. Establish your own integrity expectations clearly and positively as part of the intellectual process and 

content of each course. See the “The Ethics of Scholarship” for suggestions). 
 
B. Explicitly address grade penalties for violations of the academic honor code on your syllabus, especially 

if these penalties lie outside the Definitions and Guidelines document and provided to students when they 
first enter Skidmore. For example, some faculty adhere to a “zero tolerance” policy on plagiarism that 
results in a failing grade regardless of the severity of the offense. Students should be alerted to the 
existence of such a policy before it is applied. 

 
C. For help with suspected plagiarisms, consider using the Direct Submit option through Blackboard. 
 
D. 

http://www.skidmore.edu/academics/curric/Guidelines%20for%20a%20FYS.doc
http://www.skidmore.edu/academics/curric/guideWritIntensive.html
http://www.skidmore.edu/academics/curric/qr2-rev.htm
http://www.skidmore.edu/academics/curric/CEPPguidelines-2.htm
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tears, or special pleading; rather, address the evidence, the problem, and the expectations of the Honor 
Code. Keep a written record of your interactions with the student. 

 
F. If you decide to respond directly to the infraction, please work within Skidmore’s integrity definitions 

and penalty guidelines or adhere to the guidelines you establish on your syllabus when assigning a 
grade. Note that violations of the academic honor code may also impact the student’s eligibility for 
academic honors and distinctions, study abroad, etc. and will be reported to external agencies as 
appropriate. These consequences of an infraction are described in the Sanctions and Further Impacts 
document and made available to students in the Academic Integrity Handbook. 

 

G. Report in writing to the Associate Dean of Faculty, all demonstrable academic integrity infractions 
together with your response thereto. (Note that Skidmore faculty have committed themselves to full 
reporting in the Faculty Handbook and through subsequent faculty legislation of 1995 and 2000.) Also 
supply a copy of the academic materials in question and, for a case of plagiarism, a copy of the source or 
sources. Failure to report an infraction may help hide a recurrent pattern and also results in unequal 
justice.  

 
H. Regardless of whether you continue to discuss the charges with the student, do not address the academic 

integrity violation with the student’s parents. The infraction is protected under FERPA, and any discussion 
with the student’s parents not only violates the student’s FERPA rights, but risks complicating the case 
with incomplete or inaccurate information on the college’s judicial process. Direct parents to the ADOF. 

 
I. You may prefer to request an Integrity Board hearing. Consult with the Associate Dean on this process 

and refer to links provided below. Note that a student who denies his or her guilt may also request a 
formal hearing. No action of the Integrity Board may set aside or modify a grade that you have assigned. 
Further, if the integrity charge is sustained, the Integrity Board may not set aside the reporting and 
eligibility consequences of an infraction described in the Sanctions and Further Impacts document. 

 
J. If the reported infraction turns out to be a second offense, the ADOF is likely to call for 

http://cms.skidmore.edu/advising/integrity/index.php
http://lib.skidmore.edu/library/index.php/academic
http://lib.skidmore.edu/library/index.php/academic
http://cms.skidmore.edu/campus_safety/index.cfm


http://cms.skidmore.edu/ehs/
http://cms.skidmore.edu/hr/index.cfm
http://www2.skidmore.edu/cits/policies.cfm
http://cms.skidmore.edu/dof/index.cfm
http://cms.skidmore.edu/dean_of_studies/
http://cms.skidmore.edu/fye/
http://cms.skidmore.edu/ocse/index.cfm
http://www.skidmore.edu/registrar/
http://cms.skidmore.edu/foundations/
http://cms.skidmore.edu/sponsored_research/
http://cms.skidmore.edu/academic_services/
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PART THREE ~ TRAVEL  AND ENTERTAINMENT POLICY 
 
The Skidmore College Travel and Entertainment Policies can be found online at 
http://www.skidmore.edu/financial_services/SKIDMORE-COLLEGE-TRAVEL-POLICY.pdf 
 
Effective January 2015 
 
I. Purpose 

These policies are intended as a guide to reimburse individuals for College-related travel and 
entertainment expenses. The responsibility to observe the guidelines rests both with the traveler and the 
chairperson or administrator who certifies conformance to these guidelines by approving the 
expenditure(s). This policy applies to anyone who incurs travel or entertainment expenses paid by 
Skidmore College, regardless of the source of funds. The College will reimburse for reasonable travel, 
meals, lodging and out-of-pocket expenses incurred in the transaction of College business. This document 
outlines policies and procedures in general terms to allow reasonable discretion for travelers. Departments 
may implement more restrictive policies and procedures that departmental personnel should adhere to. 
The policy is not expected to cover every possible situation. Federally funded awards may have additional 
requirements. 
 
II. Responsibility  

These policies and procedures are also necessary to comply with Federal tax law and third party 
sponsoring agency regulations. They will ensure consistent and fair treatment between departments 
throughout the College and the uniform reporting of financial results. In general, the quality of travel, 
accommodations, entertainment and related expenses should be governed by what is reasonable and 
appropriate to the purpose involved. The College respects the personal integrity and discretion of each 
member of its faculty and staff and conducts expense account affairs accordingly. Skidmore's travel meets 
the IRS definition of an "accountable plan." As a result, travel reimbursements do not have to be reported 
as income to the traveler. Under the accountable plan, travel advances and reimbursement of expenses 
must meet four requirements: 
 

�x They must have paid or incurred deductible expenses while performing services as your 
employees. 

�x Travelers must provide a statement substantiating the amount, time, use and business purpose of 
expenses within a reasonable amount of time (not to exceed 60 days) after the expenses are 
incurred. Original detailed receipts must be attached to the statement. 

�x Employees must return any advance amounts in excess of substantiated expenses within a 
reasonable period of time (not to exceed 60 days). 

�x If an employee does not substantiate expenses and/or return any excess advance within a 
reasonable period of time (60 days), this amount must be treated as if it were paid under a non- 
accountable plan and must be treated as salary, subject to withholding, on the employee's Form 
W-2. 

 
In order for business travel expense reimbursements to remain tax-free to the employee, the policies and 
procedures that follow must be adhered to. 
 

http://www.skidmore.edu/financial_services/SKIDMORE-COLLEGE-TRAVEL-POLICY.pdf
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III. Skidmore College Travel Policy  
 
1. Costs.  
 
The most cost-effective mode of travel should be used based on itinerary: 
 

1. Air Travel 
 

�x Southwest Airlines is the preferred airline. 
�x Appropriate for travel beyond a 200-mile radius from campus. Arrangements should be made 

http://www.skidmore.edu/purchasing/travel




-79-  

 
3. Driver authorization applications. A copy of the driver authorization application is attached.  

Departments: Please return this form with a copy of the applicant’s driver’s license to the Office 
of Business Services. 

 
http://www.skidmore.edu/safety_committee/motor_vehicle_policy/ 

 
All College personnel (including faculty, staff, and students) MUST complete this form in order 

http://www.skidmore.edu/safety_committee/motor_vehicle_policy/
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C. Lodging, Meals and 
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4. College Guest Travel 
 

�
  When the College is paying for guest travel (job candidates, trustees, consultants, etc.), we 
encourage arrangements be made through AAA Northway or Travel Guard Chartis for 
reservations for International Travel. 

�
  Please use your corporate card whenever possible. 
�
  Include your credit card bill with your expense report, (this enables exchange rates to be 

handled efficiently) for cash transactions, please include exchange rates. 
�
  Exceptions must be recommended by the appropriate Dean or Vice President (in such cases, 

please submit written explanation with Travel Expense Report), but final disbursement 
authority rests with the Office of Financial Services. 

 
D. Travel and Entertainment 
 
Please remember to refer to the Colleges Travel and Entertainment Policy before scheduling travel or 
entertaining guests. 
 

http://www.skidmore.edu/financial_services/documents/SKIDMORECOLLEGETRAVELPOLICY2016.pdf 
 
When entertaining guests or candidates locally, and whenever possible, use the College’s direct-bill 
selected restaurants (listed below). 
 

�x Boca Bistro 
�x Chianti 
�x Forno Toscano 
�x Longfellows 
�x Olde Bryan Inn 
�x Sperry’s 

 
For all other restaurants not previously established with tax-exemption procedures, the responsible 
faculty member must use a personal College-corporate credit card, as well as take a tax exemption form 
to the establishment. 
 
Reminder: the general College policy is not to reimburse for alcoholic beverages. An exception is allowed 
only in special circumstances for advancement donors, recruitment, visiting artists/lecturers, 
determined in advance by the Cabinet member responsible for approving the expense. 
 
Reasonable expenses when interacting with external constituencies are reimbursed (trustees, donors, 
alumni, parents, vendors, job candidates, professional guests, etc.). Interactions among 
faculty/staff/students are not generally reimbursed. 
 
A. Meals 
 

1. Expenses for local dining involving non-College personnel are reimbursable when the purpose 
of the meeting is to conduct College business and when it is necessary or desirable to have the 
meeting in conjunction with or during a meal. This includes our guests such as speakers, 
visiting artist, writers etc. Reimbursement up to $50 per person. Please use the Downtown 
discount business cards whenever possible. Note: if the cost exceeds the above guidelines, 

http://www.skidmore.edu/financial_services/documents/SKIDMORECOLLEGETRAVELPOLICY2016.pdf
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3. In case of death of member of employee's immediate family, the College will send a memorial 
contrib



-85-  

INDEX  
Academic Assessment .............................................................................................................................................. 58 




