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Policy 200
Faculty Evaluation for Major Reviews

Each of the College’s academic units is expected to develop and maintain procedures that conform with the policies herein and lead to continuous growth. Departments shall set goals or describe benchmarks for excellence within major review documents. 

The policies herein should be interpreted in a manner consistent with the university’s Faculty Handbook and policies. 
 
Policy 201 General Timeline for Major Reviews

Between mid-March and mid-April the Provost’s office will provide a list of faculty due to undergo a major review. The Dean’s office will provide this list as early as possible upon receipt to Department/School Chairs for review with faculty and confirmation of timelines with the Dean’s office. Official memos will be provided by the Provost’s office before July 1.  Timelines presented below are approximate. If a deadline falls on a weekend or major holiday, materials/memos will be due the following business day. If the University closes on a due date, materials/memos will be due the next business day. 

Hard copies of memos will be provided to candidates in a confidential format, electronic copies of memos will be provided to Chairs, and electronic copies of memos will be placed in the document management systems utilized for this process by CBSS and the Provost (copies will be placed in each as required). Candidate responses will be provided to the Chair and Dean’s office, which will load it into the appropriate place in the electronic system for consideration at the next stage of review.

At all levels of review (department/school committee, department/school Chair, College Major Review Committee, and Dean), the faculty member shall have an opportunity to provide a written response that is forwarded to the next reviewer(s). The faculty member shall have no less than five working days from the receipt of each report to submit a written response; responses should be provided to the Dean’s office for inclusion in the document management system to be available for consideration at the next review stage. Deadlines for each level of review shall be set far enough apart to allow sufficient time for these response periods. Recommendations made by a Dean or the President may be appealed as specified in Faculty Handbook Section 313.

A.  For candidates undergoing pre-tenure review and lecturer/academic professional third-year review:
1. By January 15:  Candidate materials due in CBSS document management system.
2. January 15-29:  Departmental/School Committee review period.
3. January 29:  Departmental/School Committee memo due in CBSS document management system; copy 
         to candidate.
4. February 5:  Candidate’s optional response to Departmental/School Committee memo due to Chair and 
Dean’s Office, which will load into CBSS document management system.
5. February 5-12:  Chair review period.
6. February 12:  Chair letter due in CBSS document management system; copy to candidate.
7. February 19:  Candidate’s optional response to Chair memo due to Dean’s office, which will load into 
CBSS document management system.
8. February 19-March 5:  College Major Review Committee review period.
9. March 5:  College Major Review Committee memo due in CBSS document management system; 
copy to candidate.
10. March 12:  Candidate’s optional response to College Major Review Committee memo due to Dean’s 
office, which will load into CBSS document management system.
11. March 12-19:  Dean review period.
12. March 19:  Dean’s memo due to Provost, memo provided to candidate.
13. March 26:  Candidate’s optional response to Dean letter due.

B.  For candidates undergoing tenure, promotion, and sixth-year lecturer/academic professional review:
1. By May 1:  Names of potential external reviewers due to Department/School Chair (excludes lecturers/academic professionals).  
2. By June 1:  Materials to be sent with external review due to Department/School Chair (excludes lecturers/academic professionals).
3. August 1:  External review letters due to Chair (excludes lecturers/academic professionals).
4. September 1:  Candidate materials due in CBSS and Provost document management systems.
5. September 1-14:  Departmental/School Committee review period.
6. September 14:  Departmental/School memo due in CBSS and Provost document management systems; copy to candidate. 
7. September 21:  Candidate’s optional response to Departmental/School memo due to Chair and Dean’s office, which will load into CBSS document management system.
8. September 21-28:  Chair review period.
9. September 28:  Chair memo due in CBSS and Provost document management systems; copy to 
candidate.






10. October 5:  Candidate’s optional response to Chair letter due to Dean’s office, which will upload into 
document management systems.
11. October 5-November 5:  College Major Review Committee review period.
12. November 5:  College Major Review Committee memo due in CBSS and Provost document management systems; copy to candidate.
13. November 12:  Candidate’s optional response to College Major Review Committee letter due to Dean’s office, which will load into CBSS document management system.
14. November 12-23:  Dean’s review period.
15. November 23:  Dean letter due to Provost’s office; uploaded into CBSS and Provost document management systems; memo provided to candidate and Department/School Chair.
16. November 30:  Candidate’s optional response to Dean letter due.

C.  For candidates undergoing post-tenure and follow-up fifth-year lecturer/senior lecturer/principal lecturer/academic professional/senior academic professional review: 
1. January 14: Candidate materials due in CBSS document management system.
2. January 14-21:  Departmental/School Committee review period.
3. January 21:  Departmental/School Committee memo due in CBSS document management system; copy to candidate.
4. January 28:  Candidate’s optional response to Departmental/School memo due to Chair and Dean’s office, which will upload into CBSS document management system.
5. January 28-February 4:  Chair review period.
6. February 4:  Chair memo due in CBSS document management system; copy to candidate.
7. February 11:  Candidate’s optional response to Chair letter due to Dean’s office, which will upload into CBSS document management system.
8. February 11-25:  College Major Review Committee review period.
9. February 25:  College Major Review Committee memo due in CBSS document management system; copy to candidate.
10. March 4:  Candidate’s optional response to College Major Review Committee letter due to Dean’s office, which will upload into CBSS document management system.
11. March 4-March 11:  Dean’s review period.
12. March 11:  Dean memo due to Provost.
13. March 18:  Candidate’s optional response to Dean letter due as described in Faculty Handbook.


Policy 202 Major Review Portfolio Contents and Organization

The materials that faculty members submit shall include copies of annual reviews, prior major reviews (as applicable), and materials related to achievements in teaching, scholarship, and service (as applicable).  Once materials are submitted, it may only be altered at the faculty member’s request, and with the approval of either the Chair (prior to Chair’s completion of review) or Dean (after Chair has completed review). 

Each department/school shall be responsible for outlining at the departmental/school level: 1) what materials are required and how the materials will be evaluated by the departmental/school Evaluation Committee and the Chair; 2) how input will be sought from peers, students, unit heads, and others; and 3) the specific criteria for the review, including criteria for “Meeting Expectations” and for “Exceeding Expectations” in their relevant departmental/school bylaws or policies.

All materials will be submitted electronically to the appropriate document management system.  The Dean or Dean’s designee shall maintain an electronic data repository that archives digital faculty evaluation materials.

1. Required Personal Data
a. Cover Page (candidate’s appointment date, teaching load, and probationary credit, if relevant, must be clearly indicated). 
b. Copy of written departmental/school and College Evaluation Guidelines being used.
c. Current Curriculum Vitae
d. Personal Narrative:  Narrative should discuss teaching, scholarship (except for Lecturers/Senior Lecturers/Principal Lecturers/Academic Professionals, depending on contract), and service activities. Narratives should be clear and concise and; as such, should not exceed six single-spaced pages unless there are specific circumstances requiring more space. Finally, narratives should be self-evaluative as well as descriptive in nature. Extensions on number of pages must be approved by the Department/School Chair.
e. Copies of Annual Evaluation Letters received since last major review (e.g., Promotion, Tenure, Post-Tenure, 6th year Lecturer; excluding pre-tenure and mid-contract lecturer), as appropriate.
f. If received, a copy of memo of approval for delay of tenure clock.

2. Evidence of Teaching Effectiveness

a. Required Evidence:
1. List of course number, title, and credit hours of all courses taught during the time frame under review, and number of students enrolled in each class.
2. Syllabi for each course taught during review period and a sample of recent teaching materials.
3. Peer evaluations. A minimum of two peer evaluations should be completed, spaced out across at least two semesters, during the review period. Departments/Schools should specify in their policy document the review process to be used, including how reviewers are selected.
4. Student Ratings of Instruction administered during semesters of the time frame under review. This should include a copy of the instrument(s) used, or list of assessment items, and associated summary tables with distributions of responses for each course taught, as required by the Provost’s Office.  Comments are not required, but may be included at the faculty member’s discretion.
b. 	Optional Evidence:
1. Honors and special recognition for teaching accomplishments.
2. Evidence of increased student performance resulting from course instruction: e.g., pre/post assessments, departmental/school graduate assessments, student performance on standardized tests and certification exams, student portfolios, writing samples, etc.
3. Evidence of successful direction of individual student work: e.g., independent studies, special student projects, and theses.
4. Other evidence of teaching effectiveness: e.g., teaching portfolio, effective online teaching, etc.
5. Professional development activities contributing to teaching effectiveness. 
6. Any additional sources of evidence as listed in Examples of Teaching Effectiveness.
7. Teaching or curriculum-related grants applied for or received.
3. Evidence of Scholarship and Creative Activity (except for Lecturers/Senior Lecturers/Principal Lecturers/Academic Professionals, depending on contract)
a. Evidence of scholarship or creative activities, including peer-reviewed scholarly publications, presentations, creative productions, etc.
b. Evidence of grants and contracts, those applied for and those which have been funded.
c. Academic honors, awards, and other recognition relative to scholarship and research.
d. Evidence of professional development (e.g., workshops and short courses to remain current in the field, credit work towards advanced degrees).
e. Any additional sources of evidence as listed in Examples of Scholarship Effectiveness.

4. Evidence of Service
a. Roles in professional organizations, including offices held and leadership positions, professional affiliations, service, and recognition.
b. Membership or leadership roles on University, College, and departmental/school committees accompanied by evidence or description of contributions and accomplishments to the activities performed by the committees.
c. Performance of institutional administrative duties that did not involve reassigned time.
d. Development or coordination of academic programs.
e. Teaching of non-academic-credit courses, workshops, or faculty/staff seminars.
f. Advisement of undergraduate/graduate students and/or support of student activities by advising or participating in student organizations.
g. Participation in the recruitment of students or faculty for the College.
h. Community and public service in which you were clearly recognized as a representative of the College, such as: consulting, participation in public/private agencies, service on accrediting committees, public or private boards, etc.
i. Professional development activities contributing to service activity.
j. Any additional sources of evidence as listed in Examples of Service Effectiveness.

5. Evidence of Administrative Assignments/Responsibilities that involved reassigned time or other compensation.

6. External Review letters (applies only to tenured or tenure-track faculty members undergoing a promotion or tenure review).



Examples of Effectiveness

The purpose of this set of examples below is to help provide evidence of achievement in each area. Please note that these lists are not exhaustive and faculty are not required to achieve all of the examples provided.

Examples of Teaching Effectiveness:
1. Demonstrates thorough preparation in areas of teaching.
2. Utilizes peer and student reviews/evaluations to improve teaching effectiveness.
3. Is recognized as expert in the field as demonstrated by invitation(s) to be a guest lecturer, contributor to a textbook or review book, writer of test questions, or reviewer for a national professional licensing or certifying board.
4. Obtains/maintains additional education/certification to increase level or area of expertise.
5. Develops and applies new and innovative teaching strategies for improved outcomes.
6. Develops new courses and/or programs and/or revises to advance mission of department or school.
7. Incorporates experiential and service learning into coursework to enhance content outcomes.
8. Integrates instructional technology to enhance teaching pedagogy.
9. Keeps course content current.
10. Effectively improves program content, constructs and delivery.
11. Participates in local, regional, state, national, or international development of educational content.   
12. Mentors students with learning projects/Honors theses and research activities.
13. Mentors colleagues in the area of teaching.
14. Receives an award in teaching.
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Examples of Scholarship Effectiveness:
1. Authors scholarly and creative works (e.g., peer-reviewed journal articles, book chapters, books; manuals, book reviews).
2. Creates designs, spaces, and/or exhibitions, that are evaluated through juried, peer, or external reviews.
3. Exhibits an established line of research in discipline.
4. Obtains and/or maintains professional licensure or board certification.
5. Submits extramural grant proposals or other proposals to further scholarship/research/programs (funded and non-funded).
6. Authors white paper/standards/policy/reviews/technical report for professional organization or agency.
7. Provides professional podium and/or poster presentations at local, state, regional, national, or international professional conferences.
8. Receives grant awards in support of research, teaching, program, or practice scholarship.
9. Mentors colleagues in research or scholarship.
10. Receives award for scholarship.
Examples of Service Effectiveness:
1. Provides leadership (Chair/Co-Chair) to Department or School, College, University committees/task forces.
2. Coordinates academic program.
3. Provides service to the Department or School, College, and University to further goals and missions of academic units.
4. Provides leadership in local, regional, national and/or international professional organizations, such as committees/holding elected position.
5. Provides professional education or service to community, state, or national entities in area of expertise. 
6. Advises student organizations.
7. Serves as a member and/or evaluator of student projects/committees or student comprehensive examinations.
8. Seeks outside private and/or public support to initiate service activities and academic endeavors (e.g., community education, health screenings [equipment, brochures], monies for participant incentives, service-learning projects).
9. Participates in accreditation or other comprehensive program reports.
10. Presents keynote address or presentation to professional entity.
11. Participates in assessment implementation, practice, and/or assessment reporting.
12. Conducts peer review for a book or journal in the discipline or area of practice, or for grant applications in the discipline.
13. Assists community agency with development of public service program or grant acquisition.
14. Takes on uncompensated course load that exceeds normal annual requirements when unexpected faculty vacancies and support needs occur in department/school.
15. Mentors colleagues in the area of service.
16. Receives award for service.




Policy 203 External Review

As noted in the Faculty Handbook, each tenured or tenure-track faculty member undergoing either a promotion or tenure review shall submit to his/her Chair or unit head the names and contact information of at least three qualified individuals not directly involved in the faculty member’s work (i.e., co-authors, thesis/dissertation committee chairs), who can objectively review the faculty member’s portfolio. The individuals should be experts in the faculty member’s field and hold an academic appointment at an institution at least similar to Georgia Southern with rank at or above the rank to which the candidate is aspiring. The department/school Chair or chair of the department/school’s evaluation committee shall solicit letters from two of the individuals that address the quality of work performed and readiness of the candidate for promotion and/or tenure. In addition to submitting names for individuals who may be contacted for external review, the faculty member may submit up to three names (and contact information) of individuals who may NOT be contacted by anyone involved in the tenure and/or promotion review. The department/school Chair in association with the chair of the department/school’s evaluation committee may solicit up to two additional letters from any individual not on the forbidden list that he or she has identified to have a background commensurate with carefully evaluating the candidate’s portfolio and contributions to the profession. 

Requests for external review must provide the departmental or school guidelines against which the candidate will be evaluated. In the extremely rare case of missing external letters, the departmental/school review committee shall account for the absence of external letters from the candidate’s file.   







Policy 204 Documenting Extensions of the Tenure Clock /Review Period

As a result of any number of circumstances, faculty members may request an extension of the timeline for tenure, pre- and post-tenure reviews, sixth-year lecturer/academic professional review, or lecturer/senior lecturer/academic professional/senior academic professional fifth-year follow-up review.  According to the Faculty Handbook, requests may include, but are not limited to, reasons approved by the Board of Regents in Section 8.2.7, Board of Regents Policy Manual (except § 8.2.7.1, Board of Regents Policy Manual). Each faculty member may be granted up to 12 months per occurrence and may reapply. Under extreme circumstances, faculty may request a continuance. 

In the event of medical or non-medical circumstances beyond the faculty member's control (including but not limited to birth or adoption of a child, care for a family member with a serious health condition, or death of a family member), or as a result of a compelling professional opportunity or other circumstance that significantly interferes with the faculty member's progress toward tenure (including, but not limited to, off-campus post-doctoral appointments, significant delays in the provision of start-up funds or facilities, the effects of natural disasters, or other off-campus duties that prevent or impede progress in teaching, service, or scholarship), a candidate for tenure may request to extend the tenure clock. If this request is granted, a copy of the memo of approval shall be included in the materials submitted for major review and made available to the external reviewers.





Policy 205 Evaluation and Promotion of Lecturers

As stated in the Board of Regents Policy Manual 8.3.8.2, reappointment of a lecturer who has completed six consecutive years of service to an institution will be permitted only if the reviews of the lecturer demonstrate “exceptional teaching ability and extraordinary value to the institution.” 

For the purposes of lecturer review, the following definitions apply: 

· “Meets or Exceeds Expectations:” Recognizing that lecturers may have varied teaching load assignments, and University Guidelines specify that lecturers demonstrate “exceptional teaching ability” (teaching) and “extraordinary value to the institution” (service), reviews should indicate justification for meeting expectations based on the load carried by the applicant during the period of review. For the purposes of this College, these two categories are defined as follows:

· “exceptional teaching ability:” The faculty member shows a record of consistently meeting or exceeding departmental/school expectations for competency in teaching and demonstrates a clear commitment to successful and engaging interaction with students in which the focus is on student gains in skills, knowledge, understanding, and personal growth.

· “extraordinary value to the institution:” The faculty member shows a record of consistent contribution to the institution through professional development and a sustained commitment to service, demonstrating an active involvement in the operation and governance of the department/school, College, and/or University.

· “Does Not Meet Expectations:” The faculty member fails to demonstrate “exceptional teaching ability” and/or “extraordinary value to the institution,” with consideration of contributions toward each based on teaching load assignments.


Policy 206 Elective Promotion Criteria

According to the Board of Regents in Policy Manual Section 8.3.7.4, tenure can be awarded after approval by the President and completion of a probationary period of “at least five continuous years of full-time service at the rank of assistant professor or higher.” Additionally, “a maximum of three years’ credit toward the minimum probationary period may be allowed for service in tenure track positions at other institutions or full-time service at the rank of instructor or lecturer at the same institution.” Such credit must be approved by the President “at the time of initial appointment at the rank of assistant professor or higher.” At the time of hire, the Department/School Chair, in consultation with the Dean, must provide a document for the faculty member’s file that describes which evidence of teaching, scholarship and service will be considered for major review when credit for tenure is awarded.  An eligible faculty member should consult the requirements in the Faculty Handbook and the departmental or school promotion guidelines, and confer with the departmental/school Chair to determine readiness and the appropriateness of initiating an elective promotion review. 
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