
PERFORMING     ARTS      TODAY

FACULTY   COVENANT  AGRERENT

WE   HAVE   READ   THE   ATTACHED   COVENANT   ANT)   AGR.EE   TO   ABIDE   BY   THE   POLICIES
STATED  THEREIN  FOR  THE  DURATloN   0F   THY,   TIME  WE  ARE   IN  "E   PROGRAM.

Faculty  Members :

A

Coordinator

Copies  of  this  signed  copy  to  be  retained  in  each  faculty  member's
portfolios.    A  copy  for  referral  will  be  malntalned  publlcally  at
all  tlme8  during  the  duration  o[-  the  I,rogran.



FACULH   COVENANT

PERFORMING   ARTS   TODAY

September  -  June,   1976-77

®

Note:     The  Student  Covenant  of  Performing  Arts  Today  is  assumed  to  be  a  sub-
section  of  this  covenant  and  is  attached  as  an  appendix  to  this  cove-
nant .

I.     There:     Applied  concepts  in  music,   theatre,   dance

11.     Objectives:

A.     Individual  Faculty  -  To  teach  the  equivalent  of  2nd/3rd  year  college-
level  work  in  music,   theatre,   and  dance  through
lectures,   seminars,   classes  and  labs   (rehearsals);
to  help  students  develop  basic  skills  in  performing
arts  outside  stiident's  main  area  of  competence.

a.     The  Faculty  Team  as  a  Whole  -  Whereas   this  program  does  represent  The
Evergreen  State  College  in  public  performance;   whereas   this  program
will  strive  to  function  in  a  professional  manner  in  the  practice  of
perfomlng  arts;  whereas  the  success  of  each  public  performance  implies
a  spirit  of  interdependent  cooperation  among  the  arts  studied  in  this
program,   it  is  therefore  expected  th`it  ±±± participants  ln  the  program
will  take  equal  responsibility  to  insure  the  success  of  the  program.

Ill.    Duties,  Responsibilities  and  Rights

A.     The  Faculty  Team:     Ainara  Wilder  -  Trieatre,   Program  Coordinator,   full  time
Greg  Steinke    -Miisic,   full  time
Maggie  Hunt       -  D<ince,   1/2   time

8.     Responsibilities  of  students  to  facu.Lty  and  program

i.     Attendance  -  Punctuality  is  expet:ted  of  everyone  in  all  the  progran
activities.

a.     All-program  -lectures,   book  seminar
i)    Attendance  will  be  taken  at  lectures  and  at  book  seminars.
2)     Missing  more  than  eE±  of  ±±£±±  may  jeopardize  credit.
3)    A  student  is  responsible  to  his/her  advisor  for  making

up  missed  work.

b.     Classes,   labs,   rehearsals  -  _Leader  of  activity  will  detemine
appropriate  attendance  requii-ement  for  that  activity.

2.     Activities  outside  of  program  -ciny  activity  outside  the  program
will  be  undertaken  only  after  colisultation  with  the  §tudent's
advisor,   subject  to  review  by  ent:ire  faculty  team.



3.     Evaluations  Procedures  -   (see  other  sections  for  credit  or
grievance  procedures)

a.     Conferences  -  student  shall  make  arrangements  with  faculty
sponsor  to  hold  i  evaluation  discussion  sessions:     i)   the
f irst  meeting  to  take  place  by  the  end  of  the  f if st  week
of  each  quarter  to  balance  class  schedules  and  commitments
according  to  program  goals,   2)   the  second  meeting  to  take
place  mid-quarter   (af ter  faculty  have  held  the`ir  mid-quarter
evaluation  meeting)   and  3)   the  third  meeting  to  take  place
at  the  end  of  the  quarter  for  f inal  evaluation  session
(see  below).

b.     Self-evaluation  -  to  be  prepared  prior  to  the  third  evalua-
tion  conf erence  and  to  be  made  available  to  faculty  sponsor
±± ±±±£±  one  day  prior  to  third  evaluation  conference.     (Any
pertinent  portfolio  items  necessary  to  the  conference   (projects,
recordings,   programs,   etc.)   should  also  be  submitted  at  this
time.     The  basic  of  the  evaluation  will  be  the  portfolio.
Student  is  expected  to  maintain  a  portf olio  throughout  the
course  of  each  term.     It  should  be  submitted  in  a  typed
(readible)  draf t   (not  in  f inal  form)   §o  corrections  can  be
made  before  making  final  copy.     Any  subcontracted  activity
evaluations  must  also  be  presented  at  the  third  conference.
It  is  the  student's  res onsibilit to  see  that  evaluations
of  this  kind  are transmitted  to  the  facult Onsor .

c.     Other  Informal  Evaluations

i)     Faculty  Evaluations  -  copies  of  evaluations  of  all  faculty
with  whom  student  has  worked  during  the  quarter  should  be
submitted,  as  separate  evaluations  or  separact  papers,
at  the  time  of  the  third  conference.

2)     Program  and  Class  Evaluations  -  copies  of  evaluations
of  all  activities  -classes,   seminars,   etc.   -in  which  a
student  has  worked  during  the  quarter  should  be  submitted
a§  separate  evaluations  on  separate  papers,   at  the  time
of  the  third  conference.

4.     Advising  -  Each  student  wj.Il  be  assigned  an  advisor  by  the  end  of
the  first  week  of  instruction.     They  should  work  together  through-
out  the  year  on  important  things  like  the  portfolio,   evaluations,
counseling,   and  program  plans.     'I'he  student  is  responsible  for
meeting  with  the  advisor  at  least three  times  each  quarter,   for
evaluation  purposes.     Details  on  the  kinds  of  evaluation  and
schedules  are  detailed  elsewliere  in  this  covenant. (see  section
Ill,   A&B,   3.a. Student  Covenant).     The  student  is  expected  to
remain  with  an  advisor  throughout  the  academic  year.     If  a  change
is  desired,   1t  must  be  requested  in  writing  for  consideration  by
the  advisor  and  faculty  team;   also,   if  a  student's  major  enphasls
changes,   a  new  advisor  in  the  appropriate  area  would  be  assigned.



C.

5.     Grievances  -Policy  Statements

a.     All-Program  -when  a  student  encounters  a  problem  with  the
program  in  general,   he/she  is  to  bring  the
problem  to  the  coordinator's   (Ainara'9 attention
by  scheduling  a  conf erence  with  her  during  posted
office  hours.     If  the  prcrblem  is `not  resolved  to
the  student's  satisfaction  during  Such  a  confer-
ence,   then  the  student  will  be  advised  to  state
the  problem  in  writing  and  submit  it  to  the  6oord-
inator  who  will  bring  it  to  the  program  faculty
team's  attention.     The  student  may  represent  his
written  statement  in  person,   but  a  copy  of  it  must
be  submitted  48  hours  bef ore  the  business  meeting
(Fridays,11:30  a.in.)   to   be  placed  on  the  agenda.

b.     Individual  Faculty  -  when  a  student  encounters  a  problen  with
an  individual  faculty  member  of  this  program:

i)  He/she  should  schedule  a  conf erence  with  that  particular
faculty  member  during  posted  c`ff ice  hours  and  try  to  re-
solve  it  without  further  ,iction.

2)   If  a  problem  is  not   resol``7ed   to   the  student's  or  faculty
member's  satisfaction,   then  the  same  procedure  is  to  be
f ollowed  as  outline.d  abovt±  in  the  grievance  procedure  f or
all-program.

3)   A  student   is   to  corLcact  a  dean   (Bill  Winden  in  this  case)
only  af ter  the  abo`'e  proct3dures  have  been  exhausted  with-
out  the  satisfactic;n  of  t:ie  student  or  the  fa;dity.

Responsibilities  of  faculty  tct  stude]`ts  and  program

i.     Responsibilities  of  faculty  to  s',:udents

a,

b.

C,

Attendance  -Punctuality  is  t3x|jected  of  faculty  in  all  the
program  activitie.ci..     Faculty  will  give  as  much
advance  notice  <is  possible  if   schedules  and/or
classes  change  t]r  need  to  be  cancelled.

Activities  outside  of   prograT,1  -  Any  outside  of  program  pro-
f essional  work  activity  is  ulide.rtaken  only  af ter  consultation
with  the  faculty  team.

Evaluation  Procedures     (see  tither  sections  for  credit  or
grievance  procedures)

i)   Conferences  -(see  studen(:  s,ection  Ill,   A.B.,   a.)

2)   Student  Evaluation  -  to  bt!  prepared  prior  to  the  third  eval-
uation  conf erence  and  to  tje  made  available  to  the  student  at
the  time  of   the  third  conl-erence,   provided  the  s
followed er  evaluation

tudent  has
rocedures  as  outlined  above.



It  should  be  submitted  in  a  typed   (readible)  draf t  so
corrections  cdn  be  made  before  making  final  copy.     Any
subcontracted  activities  will  be  added  to  that  draf t  as

2.

submitted  by  the  subcontractor.     Facult
not  be  res onsible  f or  makin
subcontractors .

members  will
evaluation  re uests  from

OnsibilitThis  is the  student's  res

3)     Other  Informal  Evaluations                 a
\

a)     Faculty  Evaluations  -  faculty  will  expect  evaluations
of  their  teaching  perf ormance  and  may  have  the  right
to  refuse  filing  of  student's  evaluation  unless  they
receive  one.     These  evaluations  are  an  important  and
necessary  part  of  the  f acuity  portf olio  review  process
and  it  is  essential  that  students  cooperate  accordingly.

b)     Program  and  Class  Evaluations  -  copies  of  evaluations
of  activities  -classes,   seminars,   etc.   -in  which
student  worked  will  be  expected  by  the  faculty.     Al-
though  these  are  not  mandatory,   they  are  extremely
helpful  in  the  faculty  portfolio  review  process.

Faculty  Responsibilities  to  the  Prt>gram

a.     Program  history,   program  description  and  class  de§crlption  -
Each  member  of   this   team  will  sut]mit  to   the  designated  author(s)
a  reflective  summary  of  subject  matter  taught  in  all-program
and  class  activities,   group  activities  and  productions  super-
vised.     This  will  include,   where  appropriate,   program  description
and  class  description  suitab.Le  f or  the  covering  description  for
student  evaluations.     Copies  of   these  statementso  will  be  made
available  to  all  members  of  the  faculty  team.

b.     Presentation  of  covenants  -  the  faculty  team  will  be  responsible
for  presentation  and  dissemination  of  student  and  faculty  cove-
nants  at  the  beginning  of  the  academic  year  to  the  program
participants  and  at  such  other  times  when  new  participants  join
the  program  and/or  its  relatt3d  activities.     Faculty  advisor  will
be  responsible  to  see  that  all  his/her  advisees  sign  and  agree
to  the  covenants.

c.     Program  credit  -All  faculty  agree  to  support  and  uphold  to  the`
best  of  their  ability  all  policy  statements  on  credit  in  Section
IV  of   student  covenant.

"A.     Units  of  Credit  1.   Each  term  the  student  will  be  awarded  four

(4)  Evergreen  Units  of  credit  for  satisfactory  attendance
at   (see  section  Ill,  A.i.)  and  participation  in  all  the  agreed-
upon  activities  of   the  [irogram.      (See  section  Ill,   A&B,   3a.)
2.     One   (i)   Evergreen  UiLit  will  be  designated  for  the  All-
Program  lectures  and  book  seminars  with ELt_i_cipe_tLfy  construed
to  mean  completion  of  art.y  and  all  assigned  activities,   which
may  include  a  written  examination  over  any  materials  presented
and  discussed  in  the  lectures  and  seminars.     3.     Three   (3)
Evergreen  Units  will  be  designated  for  program-approved,   credit-
bearing  activities,   the  satisfactory  attendance  and  partici~
pation  of  which  is  to  be  determined  by  the  leader/teacher  of
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"such  activity.

a.     Denial  of  Credit  -  partial  credit  may  be  awarded  if  a  student
only  participated  satisfactorily  in  some  program  activities
and  not  in  others .... "

d.     Grievance  procedures  -all  faculty  agree  to  support  and
uphold  to  the  best  of  their  ability  all  grievance  procedures
outlined  in  the  covenant.

Faculty  Responsibilities  to  the  Faculty  Team

a.     Evaluations

1)     At   the  end  of  each  quarter   (sooner  if  needed  by  a  f ellow
team  member  for  dean's  retention  review  process),   each
team  member  will  write  a  ref lective  self-evaluation  of
his/her  work.     This  evaluation  will  be  read  by/to  the
other  members,   giving  each  a  chance  to  respond.     In  a
week's  time  following  this  meeting,   each  member  will
write  a  statement  for  each  member,   for  placement  in
respective  portfolios.     The  spring  quarter  statement
should  reflect  or  be  a  compilation  of  the  whole  year.

2)     Each  team  member  will  be  responsible  to  see  all  aspects  of
the  student  evalu{ition  process  are  properly  completed  as
outlined   in  secti{jn  Ill,   A&B,   3,   a-c.

b.     Faculty  Meetings  -  there  shall  be  at  most  two   (2)   faculty
meetings  per  week;   one  business  meeting  and  one  teaching/
book  seminar.     This  meeting  or  seminar  may  be  catrcelled
only  by  a  previous,   mutua-i  agreement  by  all  team  members.
Furthermore,   we  agree  that  in  the  book  seminar  we  will
attempt,   to  the  best  of  our  ability,   to  help  interpret
to  one  another  and  gain  a  better  understanding  of  our  re-
spective  artistic  areas  and  to  exchange  pedagogical  ap-
proaches  to  be  utilized  in  the  all-program  lectures  and
book  seminars.

c.     Faculty  Teaching  Load  -Each  faculty  member  is  to  share  the
program  teaching  load  as  equally  as  possible;   each  faculty
member  is  expected  to  rotate  wi.th  other  members  during   "un-
popular"  hours  in  the  spirit  of  all  team  members  sharing
these  "unpopular"  hours  equally  and  for  the  widest  possible
selection  of  program  of f erin'3s  as  possible.     Any  new  guide-
line  off ered  by  the  deans  shall  supercede  policies  stated
herein,



IV.

d.     Program  Budget  -  the  coordinator  is  primarily  responsible,  with
the  advice  and  consent  of  the  team  for  the  facilitation  of  mon-
etary  matters.     To  avoid  overspending,   a  program  bookkeeping
System  will  be  developed  at  the  start  of  the  academic  year  under
the  guidelines  specified  by  the  t>udget  dean.     The  intention  of
such  system  will  be  for  moneys  to  be  expended  against  the  budget
only  upon  the  approval  of  the  faculty  team.    `

This  faculty  agrees  to  the  following  faculty  evaluation  criteria:

A.     Meeting  Commitments:     How  well  did  the  faculty  member  meet  commitments
in  the  following  areas:

i.     Teaching  activity  directly  involv'ing  students.

2.     Other  activities  required  by  the  covenant   (esp.,   faculty  seminar).

3.     Academic  advising  of   students.

4.     Maintenance  of   student  records.

5.     Academic  planning,   both  for  the  program  and  for  the  following  year.

6.     Governance,   both  of   the  program   and   college-wide.

7.     Community  relations  outside  Ever3reen.

8.     Relations  with  Evergreen  staff   (a.g.,   secretaries,   business  offices,
etc . )

9.     If  applicable,   grant  and  contract  t]bligations.             +

a.     Did  the  faculty  member  exercise  good  and  fair  standards  in  the  awarding
of  credit  to  students.

C.     What   evidence
kinds  of  work:

did  the  f acuity  member  sliow  of  ability  to  do  the  f ollowing

i.     Ability  to  organize  a  lecture,   seminar  discussion,   reading  list,  or
to  conduct  rehearsals,   st`idio  workshops,   other  instructional  effort,
depending  upon  assignment.

2.     Ability  to  distinguish  and  emphasize  important  concepts  for  students
to  grasp,   remember.

3.     Ability  to  formulate  clear,   usefiil  assigrments  of  reasonable   (but
challenging!)  length  and  difficulty.

4.     Ability  to  evaluate  students'  work  fairly  --without  undue  harshness
or  sof tness.



D.

E.

F.

5.     Ability  to  adjust  to  students'   level  of  comprehension,   providing
explanations  at  a  level  which  is  understandable  to  the  student.

6.     Ability  to  communicate  enthusiasm  and  interest  for  subject-matter.

7.     Ability  to  promote  serious  and  interesting  discussion;   skill  at
asking  "open-ended"  or  "divergerit"  questiotls;   skill  at  encouraging
students  to  ask  questions  and  initiate  discussion.`

8.     Ability  to  tolerate  points  of  view  different  from  his/her  own,   to
encourage  independent  thiriking  on  the  part  of  students,   and  to  get
students  to  be  open  to   the  views  of  others.

9.     Efficiency  in  giving  students  prompt  feedback  on  their  work.

10.     Accessibility  to  students  who  need  academic  or  personal  help.

How  well  did  the  faculty  member  adapt  to  the  team  situation  --i.e. ,   did
he/she  handle  the  authority  relations  between  students  and  faculty  and
between  faculty  and  faculty  without  tlifficulty?     How  easily  does  he  or  she
come  to  understand  the  point  of  view  of  others?     Is  the  faculty  member
willing  to  discuss  ideas  and  functional  matters  without  excessive  personal
prejudice  intervening?

How  able  does  the  f acuity  member  appear  to  be  in  handling  instruction
in  his/her  principal  area  of  experti.3e?     That  is,   does  he  or  she  have  a
good  grasp  of  the  f ield?

Is  the  f acuity  member  capable  of  plaiming  and  carrying  through  the
coordination  of   a  program?     (Fspecia:Lly  applicable  to  persons  beyond
their  second  year  at   Evergreen.)                                                         4±

V.      Grou Activities  and  Pro ram  Productions  -  all
uphold  to  the  best  of  their  ablllty  all  i]olicy  statements  outlined-as  follows:

A.     Faculty  responsibilities  in  producin!3  a  joint  production:

i.     Place  of  the  Director:

The  Cast
Music  Director
Choreographer
Designers
Stage  Manager

f acuity  agree  to  support  and

Audience



The  Director's
stages  of  planning  and  rehearsing  the   (his/her)  unifyi;g  concept
of  the  works  produced.     The  director  has  the  final  say  in  every
phase  of  the  production.     In  other  words,   the  director  of  a
production  is  a  kind  dictator.

responsibilities  are  to  carry  out  through  all

2.     The  Music  Director
pretation  and  the  delivery  of  the  vocal  anvd  the  im5trumental  parts
of  the  production.     That   Ls,   audition  singers,  musicians,   train
them  in  the  interpretation  of  the  musical  part  of  the  production,
rehearse  them,   and  be  responsible  for  the  f inished  vocal  and  musical
product .

3.      The  Choreo

is  responsible  to  the  director  f or  the  inter-

has  the  responsibility  to  the  director  to  chor-
eograph  within  the  limits  of  the  director's  interpretation  of  the
works ,

4.     The  Technical Director  is
nical  phases  of  the  production  up  to  the  point  of  completion   (open-
ing  night).     This  involves  the  completion  and  delivery  of  agreed  plans
by  the  agreed  dates.     It  also  is  this  person's  responsibility  to  stay
within  the  agreed  budget.

5.     Costume  coordinator

a.

responsible  to  the  director  f or  all  tech-

is  responsible  to  the  director  for  designing
costumes,   constructing  the  costumes,   and  the  delivery  of  agreed
costumes  by  the  agreed  deadline.     It  is  the  responsibility  of  this
person  to  design,  or  rent  the  costumes  within  the  director's  concept
of  the  production.     IC  also  is  this  person's  responsibility  to  stay
within  the  agreed  amount  of  monies  allowed  to  her/him  f or  the  entire
costuming  product.

6.      The   Sta e  Mana
on  the  stage  and  back  of  the  stage  during  production,  and  the  tech-
nical  needs  during  the  rehearsal  period.     He  is  also  a  liaison  be-
tween  the  technical  director  and  the  director  during  the  rehearsal
period .

Places  of  the  Choreographer  in  a  dance  concert,   and  the  "Musical  Director"
in  a  music  concert:

i.     The  Choreo

is  respt]nsible  to  the  director  for  all  activities

her /Dir ec t oi` :

Cliore;i,ipher

udience



2.     The  Conductor/Music  Director:

The  Ensemble
Technical  Crew

3.     Guidelines  in  Production.

Audience

Throughout  the   (set  by  the  faculty)
rehearsal  period,   this  faculty  has  committed  theinselves  to  tLiee
or  four,   three  hour  sessions  of   the  five  weekly  rehearsals.     During
set-up  time  of  the  physical  stage,   and  during  dress  rehearsals,   and
actual  performing  days,   this  schedule  will  be  adjusted  to  the  needs
of  the  production.

VI.     Amendments  to  Covenant  -Changes  of   this  covenant   shall  be  made  only  by  the
unanimous  consent  of   the  faculty  team  members.
Approved  changes  shall  be  appended  to  this  covenant
as  well  as  to  the  publically  displayed  copies.

VII.     General  policy  -Any  problems,   grievances  not  specially  addressed  in  this
covenant  shall  be  covered  by  procedure  currently  in  f orce
for  student  and  faculty  governance,   (e.g.   COG  Ill,   Faculty
Handbook,   student:  catalog  copy).     Otherwise  it  is  understood
that  the  program  would   look  to   the  program  dean   (Bill  Winden),
or  academic  vice-president   (in  that  order)  -far  resolution  of
difficulties.



ATTACHMENT   A
PROI)UCTIONS   POLICIES   BY   TECHNICAL   DIRECTOR

A.    _Responsibilities  of  production  or  staging  initiatQr.

1.     Space  is  to  be  reserved  for  date  or  dates  by  initiator.
a.     Major  productions:     i.e.;   staging  or  productions  requiring  set

and  lights,  plots,  designs,  more  than  eight  houis  total  labor,
or  more  than  one  person  to  technically  run  the  show,  or  requiring
large  dimmer  board  or  more  than  ten  lighting  instruments  or  con-
struction  of  any  nature;  will  require  reserving  of  space  for  the
two  weeks  before  run  and  one  day  after  run.

b.     Minor  staging  needs  or  minimal  staging  and  masking;   i.e.;   requiring
less  than  eight  hours  labor  by  no  more  than  two  people,   requiring
no  construction,  using  scrirmerettes  and  less  than  ten  lighting
instruments,  with  fewer  than  ten  lighting  ques  and  no  more  than
one  technical  persori  to  run  show;   must  be  discussed  two  weeks
in  advance  of  production  date  to  detemine  specifies.     Space
must  be  reserved  for  that  complete  day.

2.     Labor
a.     The  assigning  of  needed  technical  assistance  beyond  the  two  work-

study  assistants  working  with  me  will  be  the  responsibility  of
the  production  initiator.    This  will  apply  more  specifically
to  major  productions  where  the  hour  limitation  on  work-study  help
and  the  number  of  duties  will  be  more  than  I  have  available  hands.

b.     No  lighting  or  staging  equipment  will  go  out  without  the  supervision
and  labor  of  myself  or  work~stiidy  aid  in  view  of  responsibility
of  operation  and  return  of  said  equipment.

3.      Monies                                                                                                                                         `+i
a.     In  lieu  of  the  charge-back  systen  being  established,  all  use  of

lighting  equipment  will  entail  a  charge  according  to  a  scale  being
drawn  up  by  myself  and  Will  Humphreys.      (re:     the  monies  allotted
the  production  program  f or  equipment  and  materials  will  cover  this
cost--this  transaction  is  necessary  to  legitimate  charging  other
academic  programs  for  use  of  equipment.

b.     The  budget  for  the  technical  aspects  of  a  particular  production
must  be  known  to  me  at  the  beginning  of  each  quarter   (or  sooner)
to  enable  the  designing  of   those  productions.

8.     Reaponsibilities  of  Designer  Technician.

i.      Space
a.     Major  production  set  and  lights  will  be  operational  for  rehearsals

nine  days  af ter  access  to  space  is  available,  allowing  for  six
technical  rehearsals.

b.     The  taping  and  necessary  levels  will  be  in  place  three  days  after
acceptance  of  f loor  plan  and  set  design  by  the  director  in  the
rehearsal  space.



C. Floor  plan,  completed  sketch  and  model  will  be  in  director's
hands  no  later  than  three  weeks  af ter  selection  of  production
and  budget  information  has  been  relayed  to  me.     During  this
three  week  period  there  will  be  intensive  co-advising  to  com-
plete  the  design  according  to  director's  needs.

2.     Monies                                                                                        .
a.     A  detailed  accounting  will  be  kept  by  me  as  to  individual  monies

spent  on  all  the  technical  aspects  of  the  production.
b.     Budget  limitations  will  be  adhered  to.

3.     Labor
a.     There  will  be  at  least  one  production  meeting  per  week  where

all  pertinent  information,  problems,   etc.  will  be  discussed.

4.     Equipment,  materials,   props
a.     Lighting  equipment

i)  No  lighting  equipment  -lamps,   instruments,  cables,   control
boards  -  are  to  be  taken,   used,   borrowed  without  the  know-
ledge  ±E±  supervision  of  myself  or  assistant.

2)  No  materials  in  cage,   furniture,   lumber,   and  any  other  item
is  to  be  used,   borrowed  without  supervision  of  myself  or
assistant  in  the  initial  borrowing  and  return,  nor  are  the
items  to  be  borrowed  without  the  documentation  of  the  items
and  a  signature  of  the  person  to  be  responsible    for  their
return  on  a  borrower's  form   (to  be  kept  in  possession  of  the
assistant  or  myself).

A  due  date  for  return  of  equipment  will  be  entered  on  the  form.
Also,   the  form  will  indicate  financial
materials  borrowed.

b.     Properties  in  0702  -  same  as  above.

respons.ipility  for  the


