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INTRODUCTION

What Constitutes Adjunct Faculty Status

An Adjunct Faculty member is a temporary employee of the The Center for Cartoon Studies (the College) who is compensated on a per credit, per course, per student or per project basis and receives a term contract. Adjunct Faculty teach up to, but not more than, 12 credits or the equivalent for the College in a twelve-month period, and are not benefits-eligible. 

CCS Adjunct Faculty are recruited from the ranks of full-time practicing artists, educators and designers whose primary occupation is not teaching but who bring their special work experience or expertise to the classroom. 

Purpose

The Center for Cartoon Studies issues this Adjunct Faculty Handbook to all new Adjunct Faculty members at the time of their initial appointment. A Handbook with current revisions will be available in the Managing Director’s office.  Administrative memos pertaining to policy and operations should be kept by Adjunct Faculty with their Handbooks. 

This Handbook contains a summary of the policies, practices and procedures in effect at CCS as of September 1, 2005.  This Handbook does not apply to full-time faculty members, staff or work-study employees. This Handbook is to be used as a guide by Adjunct Faculty and is not intended to, and does not create a contractual relationship between the College and its Adjunct Faculty members. Each member of the Adjunct Faculty has an individual employment contract with the College. The contractual rights of each Adjunct Faculty member are fully set forth in his or her employment contract. Nothing in this Handbook shall modify any employment contract between the College and its Adjunct Faculty members. Only the Director has authority to enter into an employment contract or to modify or amend any employment contracts. To be enforceable, any such agreement, modification or amendment must be in writing and signed by both the Director and the Adjunct Faculty member.

Applicability

All CCS Adjunct Faculty members are subject to the guidelines set forth in this Handbook.

Interpretations, Revisions & Amendments

CCS has established the policies set forth in this Handbook based on similar policies set in other art schools. As CCS establishes itself, CCS reserves the right to change, revoke, modify, deviate from, or amend this Handbook as it deems necessary to better fulfill our mission and keep things running in a sane and fair-minded manner. Feedback from faculty is welcomed and will help determine future revisions of the handbook.

Mission

The Center for Cartoon Studies (CCS) is dedicated to providing the highest quality of education to students interested in creating visual stories. CCS curriculum of art, graphic design, and literature reflect the wide array of skills needed to create comics and graphic novels. CCS emphasizes self-publishing and prepares its students to publish, market, and disseminate their work. 

CCS, recognizing the central role that socially responsible businesses can play in a community, will initiate and be responsive to innovative ways to improve the local cultural and economic quality of life. 
The student who completes the course of study offered by CCS will know a lot more about comics including its history and several approaches to creating them. The CCS student will also leave with a set of marketable skills which may help them obtain employment in a variety of fields including graphic design, publishing, and more.

All decisions relating to our operations and day-to-day function are tested for their best effect in support of the school’s mission.

ABOUT CCS

Contact Information

Key Staff

James Sturm

Director





 
The Center for Cartoon Studies (CCS)



E-mail:  sturm@cartoonstudies.org



(802) 295-3319  home: 295.1564




Michelle Ollie



Managing Director/COO





E-mail:  ollie@cartoonstudies.org




(802) 295-3319






Mailing Address

The Center for Cartoon Studies (CCS)

PO BOX 125

White River Junction, VT 05001

TEL:  (802) 295-3319

FAX: (802) 295-3399

WEB:  cartoonstudies.org

Main Building

THE CENTER FOR CARTOON STUDIES

94 South Main Street (Colodny Building)

White River Junction, Vermont

(802) 295-3319

The Schulz Library

58 Bridge Street, Unit 7

White River Junction, Vermont
Facilities

The CCS Main Building is located at 94 South Main Street in the village of White River Junction, Vermont, in the Historic Colodny Building.  The newly renovated space has over 5000 square feet of classroom, workspace, computer labs, gallery, and offices.  

The Schulz Library is located at 58 Bridge Street, unit 7, in the old Fire Station Building in White Rive Junction.  The Library is for student, staff, and faculty access only.  It features over 6000 books, comics, and reference material.   Five books may be checked out at one time.  All books must be returned within one-week from the check out date.    Schedules are posted at the beginning of each semester.

Exhibition Space

Located on the first floor of the Main Building, the CCS exhibition space is committed to presenting the work of students, local, national and international comic artists and, interpreting contemporary art and design through a schedule of diverse exhibitions. 

CCS also presents a schedule of student, faculty and thematic informal exhibitions throughout its building.   CCS also partners with a local gallery (Cooler Gallery) and regional commercial/retail businesses to exhibit student work.

Enrollment

20 students will be enrolled each fall.  All students will follow the same curriculum so the class size will remain consistent with the incoming population.

Adjunct Faculty:  8

Visiting Artists per semester:  15 

Board of Directors

An 11-member Board of Directors governs CCS.

For a current list and bio of each member, visit:

http://www.cartoonstudies.org/board.html

Tuition

CCS tuition is for one academic year: 

2005-06, $14,000.

2006-07, $14,500.   

No students receive financial aid (CCS is not accredited).

At this time, CCS awards one scholarship for $7,000 per year to an incoming student.

Programs 

NOTE:  Contingent Upon Degree Authorization by the Vermont Department of Education.

Associate of Arts– 2 year

Master of Fine Arts– 2 year 

Summer Workshop and Certificate Programs

One-Year Program

Community 

Community Service Learning

Internships/Externships

Summer Workshops 

Visiting Artist Lecture Series

Exhibitions

White River Indie Films Festival
EXPECTATIONS OF ADJUNCT FACULTY

The primary obligation of CCS Adjunct Faculty is to perform teaching services for which they are hired in a conscientious and professional manner. Deadlines on grades, course descriptions and other efforts required for the ongoing instructional programs of CCS are expected to be met. Faculty must make themselves accessible to students at least 1 hour per 3-credit course per week outside of class time. This time should be posted at the beginning of the term.

Upon hire, Adjunct Faculty will provide CCS a resume or short bio. 

Adjunct faculty are urged to attend the annual faculty meeting.

Class Journal / Grade Log

Faculty will assess student performance in partnership with the student who will complete a self-evaluation at the semester’s end based on the following criteria, which will be discussed with students on both the first and final day of class.

CCS Grading Policy

CCS will operate on a pass/no credit system.

Pass
The student has completed the course requirements in a satisfactory manner for a pre-professional course of study.

No Credit
The student has not satisfactorily completed a sufficient portion of the course requirements to receive credit. 

Evaluation
Student work will be evaluated throughout the semester in the form of group critiques, individual critiques, peer review, and/or written comments.

In addition, CCS requires the instructor to accompany grade determination with concise, written comment.  Grades are due within one week from last day of class. Furthermore, an appropriate senior faculty member will be pleased to write a specifically addressed letter of recommendation outlining a student’s skills and achievements for the purpose of employment, grant opportunity, or entry at another school for up to three years after graduating CCS. After three years it is expected that your portfolio and career achievements will be your best representations.

Completion of Program

All students must pass all courses required to be eligible for the granting of the degree/certificate. Students who do not pass a class will be given an opportunity to present a portfolio to demonstrate course requirements have been met in a satisfactory manner for a pre-professional course of study.
A grade of incomplete may be granted to students who have suffered serious illness during the academic term, resulting in failure to complete all the assignments by the end of the quarter. Documentation from a physician is required and must be attached to the petition for the grade of incomplete. A student who misses over 20% of a class may not be eligible for an incomplete.

Each instructor is asked to individually check in with each student half way through the semester (via e-mail, phone, or a meeting before/during/after class time) to discuss the student’s work and progress in the class. This is also a good time to set up more specific goals to strengthen specific areas that need work during the last half of the semester.

Adjunct faculty must maintain a daily log of attendance, grades, and progress of students.  A class roster is supplied to faculty at the beginning of the first class.  Grades must be submitted to Records within one week after the last class each semester.

Faculty Evaluation

The Director conducts performance evaluations at the end of the term based on student survey, observation, and faculty feedback.  At the end of term students complete a course survey, which is confidential and is used only for course improvements.  

What to Do if Illness or Emergency Prevents You From Meeting Your Class

Contact the CCS Director as soon as possible so arrangements can be made for covering your class. If there is little time before your class begins and you have been unable to reach the Director call (or have someone call) the Technical Assistant and explain the situation. It is very important that every effort be made to reach us to make arrangements for the class session.   

CCS main phone number is:  (802) 295-3319 

Payroll and Paychecks

Adjunct Faculty salary is prorated for half the semester of hire. Notification of the dates of the first and last paychecks is provided at the beginning of each semester. Paychecks are mailed to the address on file.

COLLEGE SERVICES

Generally, CCS administration offices are open between the hours of 9:00 a.m. and 5:00 p.m.    The Library and Lab have extended hours during the academic year.  

The Schulz Library

The Library is located at 58 Bridge Street, approximately three blocks from the Center.  Access is limited to students, staff, faculty, and the Board.   The Library schedule is posted at the beginning of each semester.

CCS has over 6000 books, comics, and reference material available for assignments and research, primarily dealing with cartooning and other subjects taught at the College. Selected books can be checked out for one-week.

Photocopying & Printing

CCS Staff and faculty are provided a personal code for photocopying and print access. No photocopying your private parts.

E-Mail

E-mail accounts are established for all Faculty.   Access to email is available through the computer in their office or other computer stations in the CCS Lab, Library and faculty office. In continuing efforts to utilize the electronic network, cut down on the use of paper and improve communications and efficiency, all meeting notices, general information and informal communication is through e-mail. All registered email users are expected to check for e-mail messages regularly.  

The log on site for CCS e-mail:   http://webmail.cartoonstudies.org
Settings for using e-mail with Entourage, Eudora, Outlook, etc.:

Incoming Server (POP Server): 
mx.cartoonstudies.org
Outgoing Server (SMTP Server): [[your ISP's mail server]] 

Generally this is either mail.[[your isp name]].com 

or 
smtp.[[yourispname]].com

Account Name/User Name:

[[EmailUserName]]@cartoonstudies.org 

(the FULL E-mail Address must be listed).

RECOMMENDATION: Please use Outlook/Eudora for email retrieval - this will download the messages to your computer and clean up your disk space on the server. While the Web Based Panel can be used as a convenience we strongly recommend downloading your email to prevent your disk space from getting used up and losing emails.
Wireless Network

CCS has high-speed wireless in all locations.  Select CCSMAIN1 when inside the main building activate wireless Internet.  Select NETGEAR when inside the Library to access the wireless network. The following White River Junction locations have free access high-speed wireless Internet:

Schulz Library

Tip Top Media Arts building

Tip Top Cafe

Inky’s Place at the Hotel Coolidge

Main Street Museum

Nearby Hanover and Lebanon, NH, cafes and restaurants offer free wireless Internet:

Panera Bread, West Lebanon

Borders Café, West Lebanon

E.B.T.A.’s, Hanover

The Wrap, Hanover

Computer and Software Purchase Discounts

CCS students, faculty, and staff are eligible for educational discount pricing on Apple products.  Helpful Online resources and to make purchases, visit Apple Education/Apple Store: http://www.apple.com/education
Select The Center for Cartoon Studies to see institutional pricing and to make purchases.  Payments must be made by credit card.  

Software educational discounts are made available to all CCS faculty, staff, and student by:

GovConnection:   http://govconnection.com
To inquire about discounts and to place an order, contact:

Mullen Angelo

E-mail:  amullen@govconnection.com
(800) 800-2222 

Mail 

White River Junction has two post offices.  An un-staffed satellite is located in the village and offers a stamp vending machine, scale, and drop boxes.  The main post office is located on Sykes Avenue in White River Junction and operates from 8:30a.m. – 5p.m. Monday-Friday.

Audio Visual Equipment

Digital projectors, laptops, enlarger, slide projectors, VHS, digital speakers, and DVD players are available for instructional use.  Please coordinate all equipment set up needs prior to class with the Programming Assistant or Teacher’s Assistant.

Parking

The Town of Hartford provides free 2 and 4 hour parking on the streets or town lots.  All day parking is available behind the American Legion located on South Main Street.

Reimbursement for expenses

Teaching Supplies:

Faculty has full access to the CCS Lab, which is equipped with a networked copy and print machine, binders, and saddle stitch staplers.  Classroom copies, prints, and overhead transparencies can be produced at CCS at no charge by using your private access code ID.  Additional supplies and expenses require approval.

Conventions:

CCS sets aside a budget for faculty to attend industry conventions and events.

Inquire with the CCS Staff for additional information.

Books:

A budget is set aside for purchasing books for both the Schulz Library and for faculty resources.  Note:  One copy of all course required reading books must be available in the Library.  A list of required readings should be submitted to the Director in advance of the course offering. Submit faculty resource book purchase requests to the Director.

Tax-exempt purchases:

The Center for Cartoon Studies, operating under the charter of The National Association of Comics Arts Educators (NACAE), a tax-exempt, 501(c)3 organization. School related purchases might be tax-exempt.   Inquire with CCS staff about specific purchases.  Copies of The Center for Cartoon Studies nonprofit IRS determination letter are available for proof when needed.
Visiting Artists & Guest Lecturers

We encourage faculty to invite guest lecturers and visiting artists to the class.  A complete list of CCS scheduled visiting artists is available online:  http://cartoonstudies.org/faculty.html   Guest lecturers are a great way to provide in-depth insight, experience, and exposure beyond the classroom experience.   In some cases a small honorarium may be arranged.

CONDUCT & POLICIES

Confidentiality

In connection with their employment at CCS,  Adjunct Faculty will obtain information regarding CCS students or other employees, which is considered to be confidential information. It is important that Adjunct Faculty members hold the confidential information provided by CCS in trust and confidence, and not use or disclose it, directly or indirectly, except as may be necessary in the performance of the Adjunct Faculty member's duties to CCS.  Disclosure could be highly damaging to CCS, its donors or others. Disclosure could also be a violation of state or federal law. In particular, federal law protects the confidentiality of student education records. 

Any information regarding students and employees with the exception of "directory information" (name, position title, department name, room number, phone extension, cell phone number and fax number) is regarded as confidential.  Access to confidential or sensitive information is limited to those employees who have a need to know. Adjunct Faculty members handling confidential information are responsible for its security. Disclosure of confidential information may subject a faculty member to disciplinary action. Any materials or documents drafted by an Adjunct Faculty member or provided to any employee in connection with CCS employment belong to, and are the property of CCS. Upon termination of any teaching assignment, such materials and documents, and all copies, must be returned to CCS. Violations of this policy will subject an Adjunct Faculty member to disciplinary action up to and including termination, legal action, or both.

Weapons

The possession of firearms, explosives, ammunition, or any other dangerous material that can be used to inflict bodily harm or damage buildings is prohibited on college property. Hunting on school grounds is strictly prohibited.

Smoking

All CCS buildings are smoke-free. Nicotine patches are OK.

Use of Copyrighted Materials

It is the policy of the The Center for Cartoon Studies to follow the United States Copyright Law of 1976 as amended (Title 17 United States Code hereinafter referred to as the “Copyright Act”). Accordingly, all regular faculty, adjunct faculty, staff and students of the The Center for Cartoon Studies should follow these policy guidelines:

· Only copyrighted materials are subject to the restrictions in this policy statement. Uncopyrighted materials may be copied freely and without restriction. 

· Copyrighted materials may be copied or otherwise used without the copyright owner’s permission where such copying constitutes fair use as that term is defined under the Copyright Act.

· Copyrighted software may be copied without the copyright owner’s permission only in accordance with the Copyright Act. Section 117 of the Copyright Act permits marketing an archival backup copy. Most software, however, is licensed to the user, and the terms of the license agreement may give the user permission to make copies of the software in excess of the single archival copy permitted by the Copyright Act. As a result, the user’s right to copy licensed software beyond those rights given under the Copyright Act may only be determined by reading the user’s licensed agreement. Any copying or reproduction of the copyrighted software on CCS system must be in accordance with the Copyright Act and the pertinent software license agreement. Faculty, students and staff may not use unauthorized copies of software on The Center for Cartoon Studies systems, or on computers or networks housed on the system.

· In order to copy or otherwise distribute or display materials, including software, where the materials are copyrighted, and the use exceed what is permitted by the license, and the proposed us is likely not a fair use as that term is defined under the Copyright Act, permission must be obtained from the copyright owner.

· The Center for Cartoon Studies will terminate the account of any user who The Center for Cartoon Studies believes has repeatedly infringed the copyrights of others.

· The Center for Cartoon Studies policy is to accommodate all standard technical measures designed to protect copyrighted works.

· The contact agent regarding copyright issues for The Center for Cartoon Studies is the Managing Director. The contact agent’s mailing address, phone number, and e-mail address are: Michelle Ollie, PO BOX 125, White River Junction, VT 05001, ollie@cartoonstudies.org

Notifications of claimed or suspected infringements should be directed to this agent.

In addition CCS is dedicated to the freedoms protected by the first amendment of the US Constitution.

Telecommunications and Computer Use

The issuance of a password or other means of access to the computer systems is to assure appropriate confidentiality of CCS files and information. The issuance of a password does not guarantee privacy for improper use of CCS equipment and facilities. Regular faculty, adjunct faculty, staff and students are expected to operate and use the computer and phone systems for the legitimate business of CCS. They are prohibited from installing personal programs or applications on the CCS computer system. The systems are not to be used for the transmission of commercial advertisements, solicitations, or political material. Proper personal use of computer equipment, software, and the telephone is permitted when personal use does not interfere with expected work performance or violate any applicable policy, rule or law.

Drugs and Alcohol on Campus

An individual’s involvement with drugs and alcohol can adversely affect academic and job performance, jeopardize an individual’s well being and undermine the professional and academic structure of CCS. The goal of CCS is to establish and maintain a creative environment free from the effects of drug and alcohol abuse in compliance with the Drug-Free Workplace Act and the Drug-Free Schools and Communities Act.

Sexual Harassment Policy Statement 

The Center for Cartoon Studies believes that all individuals should be treated with respect and dignity. Therefore, it is the expectation of CCS that all individuals in the course of performing their jobs or academic endeavors will conduct themselves appropriately. Sexual violence committed on property owned or rented by CCS by a student, faculty member or staff member, against any other member of the college or community at large, is prohibited and will not be tolerated. The Center for Cartoon Studies urges victims of sexual assault/violence to pursue criminal charges against the person or persons they believe to have committed the sexual assault/violence, and also to make a complaint to the College Administration. 

Work Interruption & School Closure

In the event CCS will close due to inclement weather or some other type of emergency, an announcement will be made online on the Center’s main page: http://cartoonstudies.org  and a voice mail message will be on the Center’s main line:  (802) 295-3319.

Emergency, Accident or Fire

Call 9-1-1 immediately.  Any emergency, accident or fire should be reported immediately to the CCS staff.  If an emergency evacuation is required, the following procedure is to be followed:

· When the alarm sounds, leave the building immediately, closing the doors behind you.

· Do not re-enter the building until the Fire Chief gives the “all clear”.

Personal Injuries

Dial 9 for an outside line, followed by 9-1-1 for emergencies. Paramedics will treat serious injuries.  You may treat minor injuries yourself (first-aid boxes are located throughout the buildings).  All injuries are to be reported to the Director within 24 hours. 

ACADEMIC FREEDOM AND RESPONSIBILITY

Each faculty member is entitled to full freedom in research and creative work, and in the publication and exhibition of the results. Each faculty member is entitled to freedom in the classroom and the studio in discussion of his or her subject, but should be careful not to introduce into his or her teaching controversial matter that has no relation to the subject. The intent of the preceding statement is not to discourage what is “controversial”. Controversy is at the heart of the free academic inquiry, which this statement is designed to foster. The passage serves to underscore the need for the teacher to avoid introducing material that may be perceived as offensive when it has no legitimate pedagogical purpose. When a faculty member speaks or writes as an individual, he or she is free from institutional censorship or discipline. His or her position as a member of an institution of higher learning imposes the obligation to make clear that he or she is not an institutional spokesperson. Hence, he or she should at all times be accurate, should exercise appropriate restraint and should show respect for the opinion of others.
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