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MISSION AND GOALS

Mission

The Department of English and Linguidtics is responsible for writing ingruction and generd education
coursesin literature, folklore, linguigtics, and related fidds. It offers undergraduate and master’ s-leve
degree programs in English, aswell as minorsin English, creative writing, folklore, linguistics, and
professiond writing.

Goals

The Writing Program

(See a0 the course-specific goa's adopted in 1997, The IPFW Writing Handbook). Upon
completion of basic coursesin the writing program (ENG W130, W131, W140, W233), students
should

Demondtrate critica thinking through the interrd ated activities of reading and writing. For example,
students might annotate, respond to, and formally evaluate texts and anadyze, synthesize, and
interpret their writings and those of peers and professonads.

Read and write clearly and persuasively in various rhetorical contexts. For example, sudents might
read and write expressive, persuasive, and informative papers for persond, public, and academic
audiences using the processes, formats, and styles appropriate for these audiences.

Apply methods of inquiry appropriate to various rhetorica contexts so that students move beyond
mere reporting of information to make an origina contribution to knowledge. For example, students
might do primary and secondary research ranging from introgpection to the use of public sources.

The Concentration in English for the Associate of Arts (adopted April 30, 1999)
All IPFW graduates with a concentration in English for the Associate of Artswill be gble

To demongtrate a basic knowledge of language, writing, and British and American literature.
To decide whether they want to pursue the B.A. in English.

The English Major
All IPFW graduates with amgjor in English will be able

To write criticaly, precisely, and persuasively, especiadly about topics relevant to the mgor field and
selected concentration.

To communicate knowledge of literary and linguistic conventions and traditions, especidly those of
Americaand England.

To demondtrate the ability to use research tools and methods appropriate to their selected
concentrations.
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Additiondly, al IPFW graduates with amgor in English will possess knowledge and skills appropriate
to their selected concentration:

English and Communication M edia Concentration graduates will demongtrate particular strengths
in

Undergtanding the history and operations of mass media

Being able to produce arange of materiasfor avariety of public audiences

English Language Concentration graduates will demongtrate particular srengthsin

Understanding the rules of operation and socia connections of natural languages, especidly English
Knowing the evolution of the English language

Using the andytical and descriptive tools of English linguidtics

English Literature Concentration graduates will demondrate particular strengthsin

Understanding and appreciating literature in English created during various higtorica periods
Applying the methods of various types of literary criticism

Teacher Certification graduates will demondirate particular srengthsin

Understanding the elements of literature, language, and communication gppropriate for a secondary-
school teacher of English

Applying their knowledge of literature, language, and communication to the teaching of others

Writing Concentration graduates will demongtrate particular srengthsin

Understanding the principles of writing and rhetoric
Applying writing skillsto origind works of fiction, nonfiction, and/or poetry

The Graduate Program
Students who complete the Master of Artsin English will be able to

Demondtrate the knowledge of two specific areas of study in English

Demondtrate an understanding and appreciation of the diverse scholarly approaches to mgjor issues
in the study of literature, language, and linguigtics, or rhetoric/compostion/writing

Write professond papers that demonstrate critica and andytica thinking and other necessary skills
for independent research and writing

Students who complete the Magter of Artsfor Teachers of English will be able to

Demondtrate knowledge of those areas of study in English that are relevant to their development as
teachers at the secondary or college leve

Demondtrate an understanding and appreciation of the diverse scholarly approaches to mgor issues
in the study of literature, language and linguigtics, or rhetoric/composition/writing

Write professiona papers that demondtrate critical and andytical thinking and other necessary kills
for independent research and writing
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GOVERNANCE AND ADMINISTRATION

Administrative Structure

Chair, (re)gppointed triennidly by the Dean of Arts and Sciences on the recommendation of the
department's faculty (see palicy).

Director of Writing, (re)appointed triennialy by the chair.

Associate Director of Writing, (re)appointed annualy by the chair.

Director of Graduate Studies, (re)appointed annually by the chair.

Internship Coordinator, (re)gppointed annually by the chair on the recommendation of the Committee
on Committees

Library Coordinator, (re)gppointed annudly by the chair on the recommendation of the Committee on
Committees

Publications Coor dinator, (re)appointed annually by the chair on the recommendation of the
Committee on Committees

Readings Coor dinator, (re)appointed annualy by the chair on the recommendation of the Committee
on Committees

Visting Writers Coor dinator, (re)gppointed annudly by the chair on the recommendetion of the
Committee on Committees

Web Coordinator (), (re)appointed annudly by the chair on the recommendation of the Committee on
Committees

Voting Rights and Committee Service (10/26/98)

Vidting faculty do not vote a department meetings or on department balots. Visting faculty are exempt
from committee service.

Standing Committees (1/iv/86, 1/v/89, 26/iii/90)

With the exception of the Committee on Committees, and the Associate Faculty and Graduate Aide
Council, standing committees are appointed by the chair on the recommendation of the Committee on
Committees. Committee assgnments are rotated regularly, with atention given to faculty preferences
and the need to represent the department's diverse interests and composition. Unless otherwise
indicated, the chairs of stlanding committees are eected by the committee members at their
organizationd medting.
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Committees report their actions to the department and the department chair on atimely basis. In
addition, committees also provide the chair with a brief summary of ther activities and actions during the
year for didribution to the faculty at the end of the soring semedter.

Committee on Committees

Conggts of three faculty members (excluding visiting and non-tenure-track faculty) elected for one-year
terms by secret bdlot, the terms to run from 1 July to 30 June, with elections to be held before 15 April.
The department chair is an ex-officio member without vote. The chair of the committee isthe one
recelving the most votes, in the case of atie, acoin flip decides. The Committee on Committees
conducts mail balots and committee preferences, holds meetings for faculty commentsiif it wishes, but
ultimately exercisesits best judgment on committee assgnments. It then advises the department chair on
the recommended committee structure of the department and committee membership, based on the
principles of faculty interest and rotation. (15/x/76)

Promotion/Tenure/Sabbatical Leave Committee

Conssts of seven members appointed to one-year terms by the chair on the recommendation of the
Committee on Committees. When formulating its recommendetion, the Committee on Committees will
consider both balanced representation, as for example with respect to academic specidization, and
potentia conflicts of interest. In the event a conflict of interest does arise, the &fflicted member shall
recuse himsdf or hersdf from further participation in that year’ s committee business. The committeeis
charged with consulting dl members of the resident faculty prior to formulating its recommendations on
promotion and tenure cases. When the department has two or more full professors digible to serve as
voting members of the committee, the voting membership on gpplications for promation to full professor
will be dl digible full professors, plus an equa number of associate professors minus one, the latter
chosen by lot. (1/v/89, 26/iii/90; 19/ii/96)

Undergraduate Studi es and Assessment Committee

Congds of five full-time faculty members gppointed to Saggered two-year terms. This committee
advises the department and the department chair concerning undergraduate courses (except
composition--see hote under Compasition Committee) and undergraduate programs, including the
department's honors program. 1t provides advice concerning student recruitment, departmental
publications, palicies for authorizing independent-study courses and for establishing credit by
examination, curriculum, and course saffing and scheduling; it isaso involved in preparing materias for
program review. This committee aso develops, recommends, and administers methods to assess
teaching and program effectiveness and student learning. (3-27-00)

Graduate Studies Committee

Composed of the Director of Graduate Studies and two other faculty who are members of the Graduate
School Faculty of at least one of the two universities occupying this campus. This committee advises the
department, the department chair, and the Director of Graduate Studies concerning graduate courses
and programs. It provides advice concerning student recruitment, department publications, policies for
authorizing independent- study courses and for establishing credit by examination, curriculum, course
gaffing and scheduling; it is aso involved in preparing materids for program reviews. This committee
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aso develops, recommends, and administers methods to assess teaching and program effectiveness and
student learning. (4/28/97)

Composition Committee

Congdts of three full-time faculty members appointed to staggered two-year terms, the Director of
Writing, the Associate Director of Writing, and the Director of the Writing Center, and two members
recommended by the committee from among associate faculty and graduate aides. This committee
advises the department, department chair, and director of writing concerning composition courses. It
provides advice concerning course philosophy, design, and pedagogy; and policies for authorizing
course exemptions, for establishing credit by examination, for part-time staffing, and for course
scheduling.

Note: Writing courses and programs intended primarily for English and Linguigtics mgors or graduate
students are the joint responsibility of the Composition and Undergraduate Studies or Graduate Studies
Committees. Proposals relative to these courses or programs should be reviewed by both appropriate
committees.

Associate Faculty and Graduate Aide Council

Consgts of five members and three aternates, €lected to two year terms (initialy staggered) by mal
balot. Should interim vacancies in excess of the number of dternate members occur, new members will
be appointed by other Associate Faculty and Graduate Aide Council membersto serve terms lasting
until the next dection. Members of the Associate Faculty and Graduate Aide Council shdl eect achair
to serve a one-year term. Those who serve on the Associate Faculty and Graduate Aide Council will
not necessarily serve on the Composition Committee. The Council advises the department, the
department chair, the Director of Writing, and the Composition Committee of issues that concern
associae faculty members and graduate aides, including but not limited to teaching effectiveness,
assessment, professiona development, compensation, and working environment.

Faculty Review Committee

Condgdgs of five full-time faculty members (excluding the department chair and visiting and nontenure-
track faculty) appointed to staggered two-year terms. Committee membership reflects the distribution
in the department of personsin senior and junior ranks and the distribution of tenured and nontenured
faculty. No more than sixty percent of the committee membership may come from either the junior
ranks or the senior ranks. No member may serve more than two consecutive terms. This committee
advises the department and the department chair concerning faculty matters not subject to review by
other standing committees. It conducts annud reviews of al nontenured, tenure-track faculty and
mandatory quinquennia or voluntary reviews of tenured faculty. It aso makes recommendations to the
chair concerning the regppointment of untenured faculty.

In addition, the committee receives grievances from members of the department and establishesa
grievance board as provided by department policy. The committee also arranges peer reviews of
teaching.
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The department chair may, if mutualy acceptable, meet with the committee for exchange of views and
information, but the chair may not participate in its work—specificaly, may not vote, asss in the
drafting of recommendationsin individual cases, or argue cases before the committee.

Coordinating Committee

Consgts of the chair of the Faculty Review Committee, the chair of the Committee on Committees, the
chair of the Undergraduate Studies Committee, the Director of Graduate Studies, the Director of
Writing, and the chair of the department, who also serves as committee chair. This committee
coordinates committee activity within the department and advises the department and the department
chair concerning jurisdictiond matters involving committees and the department. 1t serves, if needed, as
mediatrix during the preparation of proposed schedules of classes, after initid advice from the
Composition Committee, the Graduate Studies Committee, and the Undergraduate Studies Committee.

Library Committee

Congdgs of at least three faculty members, including the library coordinator. This committee develops
recommendations to and adminigters policies adopted by the department's faculty relative to the
dlocation of library funds. When necessary, it functions as a liaison between the department and the

library.

Grade Appeals Committee

Conggs of three regular and two dternate members from the ingtructiona staff (including associate
faculty and graduate aides) of the department. Alternates serve when regular members are unavailable
due to absence or involvement in assigning the grade under gppedl. This committee reviews student
grade apped s and makes recommendations to the appellant, the ingtructor, the chair of the department,
and the Dean of Students.

Ad Hoc Committees

In consultation with the Committee on Committees, the chair establishes ad hoc committees when
he/she or the department believe them necessary or useful.

By tradition, separate search and screen committees are appointed for each full-time podtion the
department has been authorized to fill. These committees are composed of no fewer than three and no
more than five full-time faculty. Membership is generally representative of the department asawhole
however, if possible, the committees include at least two members whose area of expertise is gpposite
to the search. Search and screen committees assist the chair in publicizing the job opening, screen
gpplicants to determine those who will be brought on campus for interviews, supervise the interview
process, solicit faculty responses, and provide the chair with a prioritized list of candidates. If mutudly
agreeable, the chair may participate in the ddiberations of the committee,
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FACULTY HIRING PROCEDURE

Procedures for Hiring New Faculty

The hiring process for the Department provides an opportunity for al Department members to express
their opinions about the candidates who come to campus for an interview. For each candidate, the
Search Committee, appointed by the Department Chair, makes evaluations forms available in the
Department office. Candidate evauation forms are to be completed and returned as soon as possible
after the interview and before the next candidate isinterviewed. After dl interviews are conducted,
faculty members may send a memo to the Committee in which they express their opinions about the
strengths and weaknesses of candidates relative to each other.

While the Search Committee consders the faculty members' opinions, it makes arecommendation to
the Chair based upon al the credentias the candidate provides and relevant qudlities. The
responsbilities of the Department Chair and Search Committee are:

Responsibilities of the Chair

Appoint a Search Committee composed between three and five Department membersin
consultation with the Committee on Committees. If possible, a least two members should have the
same specidization as the prospective appointment (Literature, Compaosition, Crestive Writing,
Linguidtics, or Folklore).

Announce and advertise the pogition in the gppropriate venues. The job announcement should
include dl rdevant qudifications. Once the qudifications are established and published, neither the
Chair nor the Search Committee may dter them to favor or exclude a particular candidate.

Choose the successful candidate from a prioritized list provided by the Committee. If mutualy
agreedble, the chair may participate in the deliberations of the committee,

At the end of the process, inform al candidates of the results of the search.

Responsibilities of the Search Committee

Deveop atimetable for the hiring process including the receipt of al rdlevant materids, the
compilation of “long” and “short” ligts, and the time and place for preiminary interviews and
Department vistations.

After screening gpplications and supporting materia, and after conducting preliminary interviews,
develop ashort list of candidates to vist the Department. Candidates for preiminary interviews (i.e,
those on the “long lig”) should be asked to provide a teaching portfolio or some other evidence of
effective teaching, a sample of writing or research, a placement file or current letters of
recommendation, and a transcript or transcripts.

Seek the advice, but not the consent, of the Department members. If the Department members are
asked to fill out an evauation form for acandidate, it should be explicitly stated on the form that
Department members are being asked for advice, but not for votes. The complete job
announcement should aso be included on the eva uation form with ingructions that evaluators are to
base their evauation on the announcement.

At dl leves of the decision-making process, the Committee shdl base its decisons on the relevant
qudifications of the candidates as they relate to the job announcemen.
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Provide the Chair with a prioritized list of candidates.

Other Responsibilities of the Chair and the Committee

The Chair and the members of the Search Committee should both be familiar with and follow dl
univerdity policies relating to the seerch. The hiring policies and procedures of Purdue University & the
time of the job search should take precedence if there is any conflict between them and departmenta

policy.

The department should respect the privacy and dignity of each gpplicant. This meansthat only those
involved in the decison-making process (i.e., the Chair and the members of the Search Committee)
should have accessto dl of the application materia. Department members who are not on the Search
Committee may atend candidate presentations and socid events involving the candidates, and may read
the job announcement, letters of application, curriculum vitas, and publications or writing samples. They
may NOT reed letters of reference, placement files, transcripts, nor any comments, memos, or notes
written by other department members.

All department members should refrain from asking candidates personal questions. Department
members should aso not make any written or ora comments about any of the candidates that are
persond in nature.

Procedures for Appointment of Department Chair 17/xi/80)

The Committee on Committees initiates the following procedures in the third week in October of the
academic year at the end of which the department chair's term expires, or at the resgnation of the Chair.

Reappointment of Incumbent Chair

1. The committee obtains a Satement indicating the incumbent's willingness to serve for another term.

2. If the incumbent indicates willingness to serve, the committee circulates hisher satement to the full-
time voting faculty dong with amail balot on the question, containing the smple dternatives YES
and NO.

3. If agmple mgority of those digible to vote, vote to regppoint the incumbent, the committee informs
the dean of Arts and Sciences that the department recommends the incumbent's regppointment.

4. |f the person recommended is unacceptable to the administration, the committee initiates the
procedures below for appointment of anew chair.

Appointment of a New Chair

1. The Committee on Committees implements these procedures if (1) the incumbent chair succumbs,

resgns, or is unwilling to serve an additiona term; (2) the incumbent's regppointment is not

recommended by asmple mgority of the department; or (3) the regppointment of the incumbent is

denied by the dean.

The committee asks the members of the full-time faculty if they are willing to serve as chair.

3. Having established aligt of those willing to serve as chair, the committee prepares amail balot on
which each full-time faculty member has the opportunity to nominate up to three names from the list.

N
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Thefina candidates for chair are the larger of the following two groups: the three persons receiving
the most nominations or al persons receiving nominations from one-third of those faculty vaoting.
The committee arranges an interview with each find candidate at atime and place convenient to the
faculty.

Using mail bdlots, the committee conducts such dections (including run-offs) as result in one
candidate's receiving a mgority of the votes of those digibleto vote. Balots shdl include the option
"None of the Above."

The committee forwards the name of this candidate to the dean.

If the administration finds this candidate unacceptable, steps 6 and 7 are reiterated with this
candidate's name diminated.

If this process fails to settle upon afina choice acceptable to the department and the administration,
the committee shall recommend to the dean that an outside search be conducted.

Outside Search for Department Chair

1

2.

If permission is granted for an outside search, the Committee on Committees conducts an eection
for afive-member Search and Screen Committee.

The Search and Screen Committee follows established procedures for gppointments to faculty
positions, being especidly careful to make the interview process open and convenient.
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DEPARTMENT MEETINGS

A. Mestings are caled by the chair on aregular basis and on specia occasions when required.

B. Theagendais prepared by the chair on the basis of carry-over business and new business. Any
faculty member may request that any matter be put on the agenda, athough more commonly
bus ness comes to the department from standing or ad hoc committees. The agendais distributed
gpproximately aweek prior to the mesting.

C. Mestings are structured by adherence to Robert's Rules of Order, Newly Revised (24/iii/78).

D. Mestings require as a quorum the presence of a smple mgority of full-time resdent faculty
members. If faculty members on leave attend the meeting, the quorum requirement is adjusted to
incdlude them.

E. Minutes of meetings (announcements and acts) are taken and didtributed prior to the next meeting,
where they may be corrected or amended.

F. Meetings are open to anyone, but only Resident faculty and Continuing Lecturers may vote. (See
Faculty Governance Document for specific voting privileges))

G. Inmeetings, adecison ismade by asmple mgority of those voting. The chair votes only to break
or makeatie. Thisdecisonisfind unless three full-time faculty members request, at that time, that
amall balot be conducted.

H. Mail bdloting is conducted by the Committee on Committees. The committee prepares a ballot
geting the propostion in full and containing the options YES or NO. Badlots are sgned or
submitted in sSigned envelopes. The committee gives ample time for faculty members, indluding, if
feasible, those on leave, to vote. It then publishesthe results. A decisionis made by smple
mgority of those vating. Thisdecisonisfind, unless at a subsequent meeting a two-thirds mgjority
vote to take the matter up again.

I.  Mestings normdly adjourn seventy-five minutes after the scheduled beginning time, unless atwo-
thirds mgority vote to continue.
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FACULTY GOVERNANCE ROLES (17/x/88)

Resident Faculty
Definition: All persons holding full-time teaching or research appointments in the Department
of English and Linguigtics, who have either permanent tenure or expectation of renewed
appointment leading to permanent tenure, who are not on extended unpaid or medica leave of
absence, and who are not retired from active service.

Governance Roles: Resdent Faculty shdl have full rights and respongbilities of governance,
including but not limited to voting in any e ections conducted by the department, and digibility to
serve on al department committees.

Emeritus Faculty
Definition: All persons holding emeritus gppointments in the Department of English and
Linguigics
Governance Roles: The governance rights of Emeritus Faculty shdl be limited to attendance
at and speaking in department mestings

Non-Tenure-Track Faculty, including Continuing Lecturers

Definition: All persons holding full-time teaching or research gppointments in the Department
of English and Linguistics, of whatever academic rank, including Visting Faculty and Continuing
L ecturers, who do not have permanent tenure or expectation of renewed gppointment leading to
permanent tenure.

Governance Roles: The governance rights of Non Tenure- Track and Visiting Faculty and
Continuing Lecturers shal beidentica to those of Resdent Faculty, except that Visting Faculty
shdl not vote at department meetings and in mail balots, and shdl not serve on the Committee
on Committees or the Faculty Review Committee (10/26/98). The governance rights of
Continuing Lecturers shdl be identicad to those of Resident Faculty, which includes voting rights
but excludes serving on the Committee on Committees or the Faculty Review Committee
(08/15/06).

Associate Faculty

Definition: All persons, including Associate Ingtructors, holding part-time teaching, research,
or professond service gppointmentsin the Department of English and Linguidtics.

Governance Roles: The governance rights of Associate Faculty shdl be limited to attendance
at department meetings, digibility to serve on the Composition Committee and any subsidiary
committees dedling with the writing program, and to addressing the department meeting by
arrangement with the presiding officer.
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Persons on Leave

Resident Faculty on sabbatica leave, and on unpaid or medical leave of not more than one academic
year, shal not have their governance rights abridged. Resident faculty on any other types of leave,
definite or indefinite, shall have the governance rights of Emeritus Faculty and Adminigtrators.

Change in Status

For the purpose of determining an individua's governance rights, changes in status from one category of
faculty to another, except those due to resignation or other termination, shal become effective & the
conclusion of the semester prior to the one in which the new terms of appointment become effective. In
cases of resgnation or other termination, changesin status shal become effective on the actud date of
termination.
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FACULTY REVIEW

Promotion and Tenure Criteria (Research Appointments)
(22/ix/80, 6/ii/84, 8/i/93, 201iiil98)

Candidates are referred to the current Indiana Univeraty Academic Handbook, the Academic Vice
Chancedllor's Memorandum on Tenure and Promotion Procedures, and relevant Indiana University
Faculty Council, Fort Wayne Senate, and School documents.

Overview of Promotion and Tenure

Candidates for tenure and promotion are evauated in three areas of professona competence: research,
teaching, and service. It isrecognized that these areas overlap. Research, whether or not it leads to
publication, is a prerequisite of effective teaching and may dso underlie service to the universty,
community, or professon. Similarly, course preparation may lead to or support scholarly or cregtive
activity. Hence, the three areas of evauation do not imply three discrete modes of endeavor, but rather
the possibilities of emphasis within a candidate's total performance. A candidate on ateaching
gppointment is not required to conduct research leading to publication, but is expected to show
evidence of remaining currrent in the discipline and aware of research and publications related to
subjects taught. Evidence of such research might be found in such materials as peer reviews, ahistory
of publications or presentations at conferences or roundtables, and arecord of curricular devel opment.

Candidates for tenure must demonstrate competence in dl three areas. Candidates who hold research
gppointments mug, in applying for promotion, demondrate excdllence in teaching, research, or service.
Professorid faculty on teaching appointments must, in goplying for promotion, demonsirate excellence
in teaching or teaching related service. While tenure and promotion decisions are based on many of the
same criteria, there is a Sgnificant difference in the import of the two decisons. A recommendation for
tenure entails the department’ s trust that the candidate will continue to develop professondly; a
recommendation for promotion acknowledges that a candidate has made an gppropriately notable
achievement as scholar and teacher.

Tenure decisons are normaly made in the candidate's sixth year of probationary service. In cases of
unusua digtinction, a candidate may be considered for tenurein an earlier year. Normally, a candidate
will be consdered for promotion no earlier than the fourth year in rank. Work completed before a
candidate’ s current gppointment may be consdered in tenure decisions and in the case of the

candidate sfirgt promotion at IPFW. However, any case must demonstrate competence in teaching
based on work at IPFW, and, for candidates on research appointments, must show areasonably
consgtent record of research. Tenure, in particular, will not be granted until arecord of teaching a
IPFW has been established, and will not be granted largely on the basis of work done elsewhere,
especidly when little evidence of recent successis offered. Notably in the case of candidates who bring
to IPFW substantia records of publication, promotion may appropriately precede tenure.



Enchiridion ¢ English & Linguistics 14

Promotion & Tenure based on Research

Resear ch includes both crestive and scholarly activities and, for those on research gppointments, is
generdly evidenced by publication. Unpublished materid is not ordinarily consdered in reviewing the
cases of those on research appointments; if it isincluded in acase, it must be accompanied by externd
reviews, secured with the Chair’s assistance. Evauation of materia with multiple authors should be
basad on the candidate' s role in the work as well as such criteria as the scope and contribution of the
research and the reputation of the forum. Creative works include, for example, poems, short stories,
plays, novels, and persona essays, and articles. Scholarly works include articles and books, essays,
notes, substantia reviews, editions, and papers delivered before professona organizations. Literature,
folklore, film, compogtion, rhetoric, linguistics, and their pedagogy, as well as other aress of study
gppropriate to the department's mission, are equally worthy subjects for serious scholarly research and
publication. Grants are a strong indication of scholarly acceptance. Quality and quantity are both
factorsin the evaduation of research, but quality isthe more important. The body of work offered need
not focus on a single topic, but should demonstrate a candidate's long-term concerns as a scholar and
teacher. Scholarly work should be useful to other members of the profession, ether in making available
important materids (asin the case of abiographical study or acritical edition) or in making an origind
contribution to an appropriate areay of sudy. Evidence of quaity includes the standing of the journas
or presses that publish the candidate's work or the judgment of evauators distinguished in the
candidates field of creetive or scholarly activity.

Competencein resear ch ismost readily demonstrated by the quality of work published or accepted
for publication by refereed journas or presses and by evidence of the candidate’ s commitment to an
ongoing and promising program of research. Asarule of thumb, three substantial essays or the
equivaent might establish competence in research. Whileit is unlikely that the department would
recommend a candidate holding a research appointment who did not offer such publications,
unpublished work might be used to augment a demonstration of research competence. The
circumstances under which work published before a candidate' s employment at IPFW may be
consdered are described in paragraph 3, above. Competence in research is established in the case of a
teaching appointee by evidence that the candidate has remained current in the discipline.

Excellence in resear ch for tenure and promotion from assistant to associate professor entails the
publication (or acceptance for publication) of amajor project. A maor project might be abook or six
or more essays. Evidence of the candidate’ s standing in the profession further substantiates a case for
promotion. Such evidence might include reviews of the candidate' s writing or arecord of serviceto the
profession linked to his or her scholarly or crestive achievement (e.g., refereeing manuscripts, reviewing
books, holding officein professona organizations). For promotion from associate professor to
professor on the basis of excellence in research, a project of comparable scope and vaue should have
been completed in rank, dthough the sgnificance and value of the candidate’ s cumulative research
accomplishment should aso be considered.

Promotion & Tenure based on Teaching

Teaching isadmittedly difficult to evdluate. Evidence of successful teaching is either second-hand or
derived under circumstances--peer review, in-class sudent ratings--that may themselves color the
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evauation. Hence, it isimportant that the candidate's teaching be assessed by examining avariety of
evidence. Such evidence might include student evauations (administered in class or subsequently); peer
reviews, syllabi, examinations, and other classroom materids, student work; contributions to curriculum
development; publications, including textbooks; new course preparations; and arecord of
experimentation in ingtruction or assessment. All student evauations and peer reviews should be
conducted and their results assembled according to Department guidelines and practice. Tenure cases
and materias submitted for review annually should include both student and peer evaluations. A tenure-
track faculty member should obtain evauations for each class and should include student evaluaionsin
annud reviews and in the tenure case. The case for tenure should aso include at least two peer
evauations, one evauation from the current chair and one from another colleague, preferably of higher
rank.

Competence in teaching means effective teaching. Competent teachers thus continue to study their
subject matter and the teaching methods appropriate to it. While the ultimate measure of any teaching is
what students learn and what they are inspired to go on to learn, more tangible evidence of competent
teaching might include carefully prepared cassroom materiads, the results of various means of teaching
assessment, publications, and the results of curricular development or other attempts to enrich student
learning.

Excellence in teaching means communicating with and inspiring sudents markedly beyond the
Sandards of competence. Evidence of excellence in teaching might include exceptiond and origind
classroom materias, consistently outstanding student evaluations, recognition of student achievements,
and arecord of cregtive or research publication that supports classroom activities. Asacriterion for
promotion to professor, excellence in teaching should have been demonstrated over an extended

period.

Promotion & Tenure based on Service

Ser vice to the department and university includes participation in committee and nonteaching functions
such as student advising or program administration.  Service to the community refersto activitiesin
which the candidate is a representative of the university. Service to the profession includes holding
officein professona bodies, organizing conferences or sessons, writing short reviews, refereeing books
or articles, reviewing promotion or tenure cases for other inditutions, editing journds, and engaging in
comparable activities. Cases are rarely based on excellence in service.

Competence in service entals working congtructively with one's colleagues and performing one's
respongbilitiesin atimdy, intelligent manner. All candidates for tenure or promotion are expected to
show evidence of some sarvice to the university.

Excellencein service entals extraordinary, Sgnificant expenditure of time, effort, and initiative,
possibly rendering the achievement of excellence in research or teaching difficult. Such service would
normally involve campus, university, community, or extra-university professond activities.
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Promotion and Tenure Procedures

Faculty who intend to be considered for promotion and/or tenure will be asked to notify the department
char in March of the academic year before their cases will be considered, in order that arrangements
can be made for outside evaluation. (See Outside Review of Promotion and Tenure Cases, below.)

Promotion and tenure cases follow the outline prescribed by the most recent Vice Chancellor's
Memorandum on Promotion and Tenure Case Format. A faculty member preparing a promotion or
tenure case should work closely with the department chair or another designated senior faculty member
to insure that the case conforms to the standards expected by campus committees and administrators.
Congderation of cases begins at the beginning of the fal semester, so the case should be completed no
later than the last week in August.

Cases for promation and tenure pass through the following decision levels

The English and Linguigtics Promotion/Tenure/Sabbetica Leave Committee

The Chair of English and Linguigtics

The School of Arts and Sciences promotion and tenure committee

The Dean of Arts and Sciences

The campus promotion and tenure committee

The Vice Chancdlor for Academic Affairs

The Chancdlor of IPFW, who forwards his or her recommendation to the president of Indiana
or Purdue University for submission to the trustees.

By College palicy (A& S 15/ix/81), the Chair's eva uation of a candidate for promotion or tenure must
include al annud evauations of the candidate (if the candidate has not included them in the case), long
with responses to them, should such exist, since the last promotion or, in tenure cases, sncethe initia
gppointment to a tenure-track position.

Campus decisions on promotion and tenure are made near the end of the fal semester in December.

Outside Review of Promotion and Tenure Cases
(last revised: February 26, 2007)

Candidates for promotion and tenure in English and Linguistics must include appraisas by 3-6 outside
evauators. The number should be determined by the chair and the candidate, and it should be based on
the needs of the case. Outsde evauators are people not affiliated with IPFW. If outside evauators
hold university rank, it should be at or above that sought by the candidate; naturally, al evauators
should possess credentids appropriate for assessing the candidate. Normaly, this assessment will be
limited to the candidate's research.

Because of the time required to solicit and receive outsde evauations, the process must begin in the
spring preceding the academic year in which the tenure or promotion case will be reviewed. In March,
the department chair will request faculty to indicate their intention to be considered for promotion or
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tenure in the following September. Those who do so will be asked to provide alist of at least six
potentid evauators. Thislist should include the names, titles, and addresses of the evauators, dong
with abrief description of their credentids (e.g., "Professor X's three-volume study of the Spasmodic
Poets [1985] is the definitive work on the subject”). If the candidate has had a persona or professiona
relationship withanyone on his or her list (e.g., roommate in college, thesis advisor, collaborator on
research project), that should also be indicated.

The chair will prepare asmilar list of potentiad evauators, from which the candidate will be given the
opportunity to strike up to three names if he or she wishes. The candidate will dso indicate if he or she
has had a persond relationship with any of these potential evauators. The chair will then prepare athird
list compaosed of names from thefirgt two ligts, including no more than two evauators who have had
close rdationships with the candidate. These will then be asked if they are willing to serve as outsde
evauators of the candidate's credentials. If fewer than six agree to do so, the candidate and chair will
follow a procedure smilar to that outlined above to develop alist of additiona potentia evauators.

Those who agree to evauate a candidate's case will be sent a packet of materias prepared by the
candidate in consultation with the chair. This packet will contain the department's promotion and tenure
criteria, the candidate's curriculum vitae, and a sample of the candidate's research. If unpublished or
unreviewed materia is acomponent in the candidate's case, it should be represented in the sample.
Candidates should be awar e that, by school policy, unpublished or published but unrefer eed
resear ch must be evaluated by outsidereviewersif it isto be considered an element of a
tenure case.

The candidate will receive asample of the letter inviting the evaluations, the names of those supplying
evauations, and their responses, with indications of authorship deleted. These should be included in the
promoation or tenure case.

Copies of the letters of evauation will be forwarded to the dean.

Annual Review and Salary Increment Recommendation

Each full-time faculty member submits an Annua report in early January, describing his or her
accomplishments during the previous caendar year. (See"Materidsfor Annua Report” below for a
description.) Materias submitted with the report (copies of research, course syllabi, etc.) are returned
to the faculty member. Thereport itsdlf is kept on file and used as abasis for faculty reviews and for the
department's own annua report.

Nota bene: The annual report and ancillary materials correspond roughly in format and content
to tenure and promotion cases, and to the bases for reappointment recommendations for
nontenured faculty. Maintaining a personal file of annual reports makes preparing a tenure or
promotion case relatively simple.
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All nontenured full-time faculty are reviewed annualy (normally, in January and February) by the Faculty
Review Committee. Tenured faculty are reviewed by the committee every fifth year, or more often, on
their request. Copies of these reviews are sent to the faculty member and to the department chair.

After the committee completes its reviews, the department chair writes an annua review of each full-
time faculty member who holds a continuing gppointment. Copies of this review are supplied to the
faculty member; acopy is aso sent, dong with the Faculty Review Committee's reviews, to the dean.

Recommendations originate with the chair late in the soring semester. They do not become officid until
goproved at dl higher adminidrative levels, including the board of trustees. Faculty usudly receive
formd natification of their sdlary for the next academic year in June.

Increment recommendations are based on merit in research, teaching, and service asreflected in the
faculty member's annua report. Gender inequity and salary compression are so grounds for
recommending specid increments.

Materials for Annual Report (8/xii/89; 12/06/06)
Y our annual report has three parts:

Part | should provide sufficient materia to enable the department chair and, if required, the Faculty
Review Committee to make an informed evauation of your activitiesin research, teaching, and
sarvice for the previous year

Part 11 should provide materia for the department’ s report to the dean. The dean’ s largess depends
in ggnificant part on his or her perception of the department’ s performance based on this report.
Please take the time to review Part | and repeat relevant entriesin Part 11 aswell asto add new
entries 0 as to make afull and accurate rendition of your accomplishments.

Part 111 isasummary form used to calculate increment recommendations. Infilling it out please use
abbreviations recognizably related to itemsin Parts| and I1.

Annud reports are due in early January, no later than a deadline specified by the department chair.

|. Part | should conform to the following outline.

A. Summary: Provide abrief prose account of significant accomplishments. Use this section to
comment on work in progress. Since mogt of the sections thet follow are smpleligts, use this
section to convey quditative information, such as the standing of ajournd in which an article has
been accepted or the importance of a committee report in which you had a hand.

B. Courses Taught: List coursestaught by academic session, with full title, subtitle (if any), and
enrollment. Use an agterisk to designate courses you taught for the first time at IPFW during the
past year. |f on sabbatica or other leave during the period, so indicate.
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C. Teaching:

1

5.
6.
7.

New programs, curricula, courses. Thisrefersto programs, etc., new to IPFW for the
development of which you are solely or in part responsible. (IncludedsoinPartll,
B, 1)

Ingtructional development: List activities that have led to the improvement of your
own or your colleagues teaching. Do not include routine activities associated with
preparing to teach a course. (IncludeasoinPartll, B, 3.)

Continuing education and other outreach: List courses taught, programs participated
in. (IndudedsoinPart I, D, 1 or 2 as appropriate.)

Student research: List student research projects of special merit with which you had
apart. Include any projectsthat result in grants, papers, or publications. (Include
dsoinPartll, C, 4)

Ingructiond grants (IncludeadsoinPartll, C, 3)

Awards or honorsfor teaching (IncludedsoinPartll, F, 3, a)

Other (Include dsoin Part 11 sections as appropriate.)

D. Research and creative endeavor:

1

Publications. List works that have been published or accepted for publication during
the past year. Use MLA "Works Cited" format for citations, with the phrase " (in
press)” to designate works that have not yet appeared in print. If you included a
work in an earlier annual report, so indicate [e.g., "(accepted 1987)"]. (Itis
assumed that works given only a publication date were accepted in the year of
publication.) If a publication is unrefereed, so indicate (It is assumed that works
not designated "unrefereed” were published by refereed presses or journals.)

a. Books or monographs (IncludeadsoinPatll, C, 1, a)
b. Articles, poems, or short stories (IncludedsoinPart 11, C, 1, d.)
c. Abdracts (IncludedsoinPartll, C, 1,9.)
d. Other (IncludedsoinPartll, C, 1 as appropriate.)
Grants
a. New (IncludedsoinPatll, C, 3)
b. Continuing

Lectures, conference papers, seminars. Again, use MLA format for citations. The
term"seminars’ refersto seminarsyou led. Include roles such as discussion
leader or respondent under this heading.

a. Off-campus (IncludeasoinPartll, C, 1, e)
(1) Invited
(2) Contributed: If unrefereed, so indicate.
b. On-campus (IncludedsoinPatll,C,1,¢e or B,2o0r B, 3)
Awards or honors for research (IncludedsoinPart 11, F, 3, b.)

Other: Include attendance at conferences, seminars, etc., related to your research.
(Do not include meetings at which you presented papers or led discussions.)
(IncludedsoinPart I, F, 2)
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E. Service

1. Universty service: If chair of a committee, so indicate; otherwise only committee
membership is assumed.

- 0 2 0 T ®

g

Sysemleve (IncludedsoinPartll, B, 5.)

IPFW leved (Includedsoin Part 1, B, 5.)

Schoal levd (IncludedsoinPart 11, B, 5.)

Department level (IncludeadsoinPart 1, B. 5.)

Student counsdling and advising (IncludedsoinPart 11, B, 3.)
Alumni activities (Indludedsoin Part 11, D, 3.)

Other (Include also in Part |1 as appropriate.)

2. Professond service

a

e

Offices held in professona organizations. Include duties at conferences, etc.,
appropriately designated "professional service." (Includeasoin Part 11, D,
4

Journd editing: Include acting as an outside reader of manuscripts.
(IndudedsoinPart 11, F, 1.)

Reviews of publications. Refers to published reviews, rather than reader's
reportsto publishers. Use MLA format. (IncludeadsoinPat I, C, 1, f.)

Reviews of grant proposas (Includeasoin Part 1l, F, 4.)

Other: Include reader's reports to publishers and evaluations of promotion
or tenure cases for other universities. (IncludedsoinPart |1, F. 4.)

3. Public sarvice: Include only service related to your position as a university faculty
member. When in doubt, include.

a

e o T

e

Popular writings or presentations to public groups (IncludeasoinPart 11, D,
2.

Membershipsin community organizations (IncludedsoinPart I, D, 3.
Judging competitions (IncludedsoinPartll, D, 2.)

Conaultation (IncludedsoinPatll, D, 1.)

Other (IncludedsoinPart 11, D, as appropriate.)

4. Awardsor honorsfor service (IncludedsoinPart 1, F, 3, c.)

5. Other

F. A Current Curriculum Vitae
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[l. Part Il should conform to the following outline:

A. Chair’'s Summary of Department Achievements and Data: This section will be provided by
the chair.

B. Accomplishmentsand Activitiesfor the previous year that

1. Provided innovative, relevant, and rigor ous academic programs
include programs that you “provided” for others rather than merely “participated in” or
1] mmdaj.”
ex: developed FY E courses, revised curriculum

2. Created an exceptional campus environment for a diver se community of learners.

- include activities designed to attract or be epecialy well suited for a broad range of
learners; think in terms of learning styles and needs rather than Smply “people with different
interests.”
ex: brought in a speaker, taught a Continuing Studies course for senior citizens, presented a
poster at Diversity Showcase

3. Promoted thescholarly, [pedagogical], and cr eative achievements of faculty, students,
and staff.
include mentoring new faculty, guiding theses, presenting workshops for faculty

4. Advanced economic development and the quality of lifein Fort Wayne and the
surrounding regon

5. Pursued the continuous improvement of univer sity operations
include committee memberships, campus volunteer
dipulate which term or terms you served on a committee or volunteered, whether you were
achar or member, and the level—campus, A& S, department—of your service.
organize the ligt of entries for yoursdf according to level of service (campus, A&S,
department) and within those categories, aphabetize.
ex: Member, Faculty Senate (spring)
Member, A& S Council (fdll)
Chair, department Committee on Committees (spring-fal)
Member, department Graduate Studies Committee (fall)
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C. Scholarly/Creative Activity Performed, Published, or Presented during the PreviousY ear

1. Bibliographies.
Prepare dl entriesin MLA syle. Itisyour responghility to correctly, completely, and
accurately prepare bibliographic entries using the MLA dyle. Thisis not something that our
department secretary or department chair can do for you.

a. Book chapters
include your published work included as a chapter, introduction, preface, etc., of a
book

b. Volume editing
include only volumes (not journds) that you have edited and published

c. Journal publications

d. Exhibitions, performances, [lecturesand confer ence presentations]
include dates & places;

e. Proceedings, manuals, supplementary materials, and book reviews
include only your writing that is published or in press

f. Other
ex: someone else' sreview of your published work

2. Summary numbers of presentations

Count the entries in Section C.1; enter them in numeric form.
C,1,a Books
Book Chapters:
Volume Editing;
Journd Publications:
Exhibitions, lectures, performances.
Proceedings, manuds, supplementary materids, book reviews:.
Other:

0O0000O0
Q "0 O O T
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3. Llstlng of grantsand contracts awarded in the past year
arange your awardsin descending order of vdue—i.e, list agrant you were awarded for
$1,000 before one for $700, etc.
include the officid name of the grant and the granting agency. Generdly, nothing dseis
needed to clarify that you received a grant from alegitimate source

4, Blbllography of notable student accomplishments
please restrain yourself from listing accomplishments of former or current sudents mainly
because you' ve had contact with them as afaculty member.
be clear: include the student’ s full name, complete bibliographic information about the
accomplishment (not lots of details), and an indication of your role (again, clear but not
detalled explanantion).
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5. Other
D. Community I nvolvement/Economic Development/Engagement Activities for 2005

1. List of academic program-community partner ships (formal ongoing agreementsand
contracts)
include only academic & formd (officid in some way). Be clear regarding partnering
organization and dates.
2. List of short-term academic-community collabor ative projects, e. g. servicelearning
arrangements, internships, cour se proj ects, co-sponsor ed lectur es.
include public readings, talks to loca groups or organizations
include dates, places, and specific & accurate title of project
3. Lig of faculty civic involvement (member ship on community boar ds’commissions,
offices, author of organization reports, etc.)
4. List of faculty involvement in professional academic organizations (as an officer,
conference organizer, editor, etc.)
include your activity in professional academic rather than community organizations
list only your active role as an officer, editor, organizer, etc.

E. Accomplishment of Diversity Goalsand Initiatives

List goals for diversity and report 2005 activities in support of those goals. Include only
those activities for which diversity is an explicit element of planning, implementation, and
evaluation. Indicate the goal of the activity, co-sponsors/partners (if any), and how progress
ismeasured. Organize activities according to the following strategic themes listed below.
Under each category, indicate the specific goal that you were trying to accomplish with your
project or activity, include the co-sponsor or partner in your activity if there was one,
indicate how you measured your progress in achieving the goal, and specify location and
dates.

1. Student Recruitment and Retention

2. Faculty and Staff Recruitment and Retention

3. Campus Climate

4 Curriculum

F. Other
1. Reviewing manuscripts for publication in journas
2. Attending national, state, regional, and local conferences and workshops
3. Awards and specid recognition
a. teaching
b. research
C. savice
1. professona or academic
2. community
4. Reviewing grant proposals or Promotion and Tenure cases for other universties
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[11. Part 111 should conform to the tablein Appendix A.

24
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Student Evaluation of Teaching (for tenure and promotion cases)
(adopted by A&L, 15/ix/81)

The evidence for effective teaching is most persuasive, epecidly a stages of review beyond the
department and the unit, when it is clear that students had full freedom to respond and that a
representative survey of student opinion had been made. Furthermore, the caseis best presented, not
with agreat deal of unstructured evidence, but, rather, with valid summaries and compilations.

In-Class Student Evaluations

A. Freedom of student responseis best demonstrated when the process has these
characteristics:

1. Thecandidateis absent from the class during the evauation
2. Theevdudion form provides for sudent anonymity

3. A gudent, selected beforehand, ddlivers the evaluations directly to the
department secretary or to the department via campus mall

4. Thereaultsare returned to the ingtructor after find grades areiin.

B. Theresults of many evduations should be compiled by the candidate's department as
concisdaly as possible and by type of class. The candidate or the department chair
should explain in writing how the results were obtained and compiled.

C. Whileno particular form for in-class student evauations is mandated, ardliable
datistical baseisdesrable. 1t isthe responghility of the candidate to explain the
ggnificance of the evduation results.

D. The representativeness of in-class evauationsis best demonstrated when it is shown
that students from each type of class the candidate teaches have been surveyed over a
number of years. Four or five sections of each type spread over three or four years
may be congdered ardiable minimum range of response. The candidate should
describe the range of evauations involved in the evidence.

Other than I n-Class Student Evaluations

A. Candidates may request that mail solicitations of representative groups, such as
graduating majors or the candidate's past students, be conducted by the department
char. The chair should contact students in the group, or a representative sample of
students chosen at random, or students from representative classes, or a combination of
al these (over arange of classes such asgivenin I.D. above). If the anonymity of dl
responses is not provided for, the respondents shdl be assured that their names will
remain confidentia from the candidate if they so request.

B. The candidate and the chair shal agree on the types of students contacted, on the form
that the chair's letter will take, and on the time of the survey and the deadlines involved.
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C. After thesurvey is completed, the candidate shal be given copies of al letters received
(with the names blocked out in the case of students who requested anonymity). If there
are agreat number of |etters, the candidate may request the chair to write a summary of
responses (as sated in the headnote, it is an advantage not to burden the reviewers with
agreat ded of ungtructured evidence). The chair should attach a signed form certifying
the manner in which the survey was conducted and the number of |etters that were
received. If the candidate uses such lettersin the case, the certification should be
present. If itisnot present, the candidate should explain the manner in which the survey
was conducted and the manner in which the candidate is using the | etters.

Peer Review of Teaching
(4/xiil78)

1.

The department encourages its faculty to have colleagues assess their teaching and offer
suggestions for improvement. In addition to their contribution to the development of effective
teaching, evauations may aso be useful in summative decisons, such as regppointments, annua
reviews, and promotion and tenure recommendations. However, faculty who so desire may
receive peer comments on their teaching with the assurance that the evaluation will not be used
for these summative purposes. Individuas may arrange for such peer evauations or have the
Faculty Review Committee arrange them. [It should be noted that, for summative purposes,
peer evauations arranged by athird party are sometimes treated as more reliable than
evauations arranged by the faculty member hersdlf.]

Upon request by faculty members, the Faculty Review Committee will arrange evaluation visits
of their classes. Members of the committee may, but will not necessarily, be the evauators.
The Faculty Review Committee does not arrange evauation visits performed by the department
Chair; such regquests should be made directly to the Chair.

The indructor may submit the names of potentia evaluators to the Faculty Review Committee
and may request that a specified number of evauators visit the classes which the instructor
wishes evauated.

The ingtructor should provide the evauator with copies of the syllabi or current class schedules
for al courses to be eva uated.

Theingructor may indicate whether she wishesto be informed in advance of an evauator's vist.
Normdly the evaluator will vigt the class a least three times.

The evauator's report should be detailed and based on the usud criteriafor evaluating effective
teaching. The report should specify al conditions pertaining to the evaluation (date of vidts,
announced or unannounced, €c.).

The evauator will send aletter summarizing her evauation to the indructor. If the instructor
requests, the evaluator will also send a copy of her letter to the department chair, for usein
evauations of the indructor. The ingtructor will decide whether such aletter will become part of
apromotion or tenure case.

Faculty members who do not choose to use these procedures for peer review will not be
pendized for their choice. However, faculty are reminded that the department's tenure and
promotion criteria urge assessment of teaching by severd different methods. Moreover, under
some circumstances, the department chair or the Faculty Review Committee may recommend
that afaculty member provide peer reviews of her teaching.
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1.

FACULTY GRIEVANCE PROCEDURES

(241iiil78)

Matters subject to grievance procedure include concerns of both Administration and Faculty.
Faculty concerns include matters of compensation and working conditions under the immediate
adminigrative purview of the department, including but not limited to: increments of sdary and
other compensation; dlotment of professond travel funds; office Space assgnments; equipment
alocations; course assignment; course load; annua and other performance reviews, reprimands,
and recommendations for promotion, tenure, and sabbatical leave. Administrative concerns
include but are not limited to fulfillment of professond responghilitiesin teaching, advisng,
committee assgnments, adminigtrative assgnments, and research.

2. Grievances may be submitted as follows:

a. By any individud full-time faculty member againgt the Chair, the Director of Graduate

Studies, the Director of Writing, the Associate Director of Writing, the Faculty Review
Committee, or the Promotion/Tenure/Sabbatical Leave Committee. No individua
faculty member may file a grievance againgt another individua faculty member except as
specified herein.

By any part-time faculty member againg the Chair, the Director of Writing, or the
Associate Director of Writing.

By the Chair, the Director of Writing, the Associate Director of Writing, or the Director
of Graduate Studies againgt any full-time faculty member.

By the Chair, the Director of Writing, or the Associate Director of Writing againgt any
part-time faculty member.

It isunderstood that certain persons are digible to submit both adminigrative and faculty
grievances due to ther retention of faculty status while in adminidrative postions.

3. For each grievance to be resolved, an ad hoc committee shdl be congtituted as follows:

a.  The complainant shdl file written notice of intent to submit a grievance with the Chair of

the Committee on Committees. In casethat person is a party to the grievance, the
written notice shdl be filed with a committee member designated by the Committee
Chair.

The written notice shdl include the following: an explicit gatement of the complaint, the
grounds for the complaint, and an outline of the pertinent evidence to be submitted. If
the complainant chooses to exercise hisher right to counsd, the name of the counsd
should dso be included, but failure to do so at this juncture does not congtitute waiver
of right to counsd.

Ordinarily, notice of intent to submit a grievance shal be filed within fourteen (14) days
of the event which has given rise to the grievance, excluding academic vacation periods
but not weekends or holidays during regular semesters.

The committee Chair (or hisher delegate) shdl immediately forward a copy of the
notice of intent to the party or parties againg whom the grievance is being submitted.
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e

With the assistance of the committee Chair (or delegate), a Grievance Board shdl be
congtituted of one department member nominated by the complainant, one by the
respondent(s), and one agreeable to both parties. Unless serious conflict of interest can
be shown, no department member should refuse to serve on a Grievance Board to
which he/she has been duly named.

4. Duties of the ad hoc Grievance Board:

a

b.

d.

e

The Board shal meet within seven (7) days of its congtitution to begin consderation of
the complaint.

The Board shdl natify both parties to the grievance of the date of itsfirst meeting, so
that both complaint and response may be submitted in time for congderation by the
Board and both parties.

The Board shdl determine whether hearings are necessary, or whether the grievance
may be resolved on the basis of information presented. The Board may issueits
decison on the basis of materid submitted, may cal the parties together for a negotiated
or compromise settlement, or may determine that hearing of further evidenceis
necessary.

The Board shall make precise records of dl its actions, and copies of such records shdl
be given to dl partiesinvolved.

The Board's records shdl include a statement of its findings and the reasons thereof.

5. Hearing Procedure:

a

f.

Either party to a grievance has the right to be represented by counsd of his’lher own
choosng.

Hearings may be open only with written consent of both parties to the grievance.
Both parties shdl have the right to full presentation of their cases.

The Grievance Board shdl have the right to request any evidence, written or ord, from
ether party, provided such evidence is within the power of subpoena of the boards or
committees which handle such matters for the faculty of Indiana University-Purdue
University at Fort Wayne. |If, during a hearing procedure, such evidence is denied, the
Board may declare its inability to resolve the grievance and recommend that any further
action thereupon be undertaken through the grievance procedure established within the
University, and if the grievant wishes shdl notify another gppropriate board or
committee of its action and the reasons therefor.

Either party to agrievance shdl have the right to request relevant evidence as outlined
above. The Board may regard refusal to provide such evidence as sufficient grounds
for finding in favor of the party to whom evidence is denied, or it may declare its inability
to resolve the grievance, as outlined above.

In closed session after the hearings are completed, the Board shdl meet to make its
decison.

6. Miscdlaneous:

a

b.

Decisons of an ad hoc Grievance Board may be appeded only through the grievance
procedures established within the University.

Members of an ad hoc Grievance Board may not discuss the complaint, the hearing
process, or the resolution with any person not involved in the complaint, nor with parties
to the complaint outside the forma hearing process.
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TEACHING

Staff Assignment Policy (17/ii/78)

|. Teaching Load

A. Thenormd teaching load for full-time faculty is twenty-four (24) hours an academic
year.

B. Thenormd teaching load is eighteen (18) hours an academic year for full-timefaculty
members who

1. Bothhold aPh.D. (or have arecord of published research) and are currently
engaged in research, or

2. aenewly gppointed and engaged in completing a Ph.D. thesis during their first
year of service.

I1. Course Preparations

A. Aneffort shdl be made to ensure that every full-time faculty member will be dlowed at
least one term ayear in which sheis responsible for only two different course
preparations. Under norma circumstances, a faculty member should be assigned no
more than one new preparation in aterm, unless she specificaly requessit.

B. Faculty memberswith twenty-four-hour loads will not be assgned more than three
different course preparations a semester, and will be assigned only two different
preparations when feasible.

[1l.  Assgnments

A. Specidized courses at the 300 level or above will be saffed by qudified faculty with a
Ph.D. or the equivaent in published research. Qudifications for assgnment to a course
a thislevel may indude:

1. arecord of successful teaching in the area, or

2. training (eg., the Ph.D., extensive course work, or publications) in the area of
gpecidization. (However, faculty members who wish to develop new courses
or new areas of specidization are encouraged to do s0.)

B. Intheevent that more than one faculty member is qualified and wishesto teech in an
area of pecidization, course assgnments will be rotated among the qudified faculty.
Every effort shal be made to ensure that every faculty member qualified to teach
courses above the 200-level will be assigned at least one course in hisher area of
specidization or preference during an academic yeer.

C. Itisassumed that members of the Department are digible to teach any course below the
300 level and that these courses should rotate among al faculty members who expressa
desire to teach them.

D. Idedly, unless she so wishes, no faculty member with an eighteen+hour load will be
assigned more than two 100- or 200-level writing sections asemester. Faculty
members with primary credentias in writing are expected to teach a heavier load of
writing courses than other faculty. The more desirable writing courses (e.g., L202,
W140) will rotate among the faculty members who express a desire to teach them.

IV. RdeaxeTime
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The Faculty Review Committee, in consultation with the Curriculum Committee, will advise the
Chair in the granting of four kinds of release time:

A. Research
1. Thenorma courseload reduction as set forth in |.B. above.
2. Additiona course load reductions granted for other proposals.

B. Depatmenta Program Development, specid projects, or significant professiond
service.

C. Depatmentd Office, including Chair, Director of Writing, Associate Director of
Writing, and Director of Graduate Studies.

D. Funded Activity Underwritten by Nor Departmental Budgets, including research,
journa editing, service, extra-departmental teaching, and post-doctora education.

V. Reponghilities of the Department

It is recognized that the policies rdating to teaching assignments (section |11 above) are at best
firm guidelines dong which the department Chair must exercise discretion and judgment.

Course Level Guidelines (25/ii/77, 5/xii/88)
1. Courses should follow bulletin descriptions.

2. Thechoice of textsisusudly up to the ingtructor. 1n a sequence course where specific texts
have been agreed upon by the saff of the sequence, the faculty member should respect the
agreement.

3. In 300- and 400-leve courses, the work and standards should be more demanding than those
for 200-leve courses. (For example, along paper could be required in addition to shorter
papers and examinations.)

4. If acourseislised asaseminar, it should berun asaseminar. Normally seminarswill require
at least one class presentation for discussion and critique and an extended research project.

5. Courses carrying graduate credit should maintain graduate-level slandards.

Instructors of graduate courses should expect more of graduate students than of
undergraduates. Such expectations might include mastery of more materid or grester depth of
understanding, or both, as demonstrated not only on examinations and in other classroom
activities, but dso in aresearch and writing project of sgnificant scope. Normally, such a
project will demonsirate awareness of contemporary critical or theoretical contexts, of research
strategies, and of gppropriate modes of citation and documentation. The Director of Graduate
Studies, in consultation with the Graduate Studies Committee, will monitor requirements
published in department brochures and syllabi. He will bring any gpparent deviaionsto the
attention of the department chair, who will resolve the problem with the instructor. [See dso
Fort Wayne Senate Document SD 90-29--Guiddines for Graduate Courses]

6. Graduate seminars should not be cross-listed with any other courses or seminars. Only
advanced graduate students should be permitted in these seminars because the effectiveness of
the seminar depends on the level of the students participating.

Note: The Composition Committee issues guidelines for some writing classes. Faculty assgned to 100-
and 200-leve writing courses should familiarize themsdlves with the most recent edition of the IPFW
Composition Handbook.
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Summer Teaching Policy

1.

Summer teaching assgnments shall be made so asto provide, as nearly as possble, equa
opportunity for dl full-time department faculty members to participate in the summer school
program.

For this purpose, the following point system shdl rank the faculty priority for assgnment to
summer teaching:

For having taught here the previous summer, 4 x the number of credit hours taught.
For having taught here two summers before, 2 x the number of credit hours taught.
For having taught here three summers before, 1 x the number of credit hours taught.
For having been unaffiliated with IPFW the previous academic year, 12 points.

For having been unaffiliated with |PFW one year prior to the previous academic year, 6
points.

For having been unaffiliated with |PFW two years prior to the previous academic year,
3 points.

Assgnment priorities will rank inversaly to the point count on the above scae. In the case of
ties, aphabetica order (from A to Z one year, from Z to A the next) will determine priorities.

Two department members may, with the permission of the Chair, arrange to exchange course
assgnments for two summers so that each teaches two courses one summer and none the other.
(Subsequent assgnment priorities will be determined as if no exchange had taken place.)

The assgnment priority ranking implies priorities with respect to incluson in the summer teaching
program, priorities with respect to the number of teaching hours, and priorities with respect to
courses and sessions.  Each person who wishes to teach will be assgned one course before any
person isassigned two. If the number of courses carried exceeds the number of persons
wishing to teach, priority for afull-timeload (6 hours) will be given according to the assgnment

priority ranking.
The decision to assign a specific faculty member to a specific course is a matter of the judgment

and discretion of the department Chair. Every effort, however, should be made to effect along-
range fair distribution of courses among members of the summer facuity.

Faculty who have resigned or have not been regppointed for the following academic year are
eigible to teach summer school; however, they have the lowest priority to do so. (They will be
assigned one course only when al other faculty desiring to teach have been assigned a course; a
second course, when al other faculty desiring to teach a second course have been assigned
one) (Ruling of A& S Dean)
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Independent Study

Supervision of independent study courses may be treated as evidence of teaching excellence; however,
under current procedures, it constitutes an uncompensated overload. For this reason, the department
neither encourages nor, in most instances, discourages supervision of these courses. Application to
upervise an independent study course should be made by means of the departmenta form available for
that purpose. Approva by the chair of the Undergraduate Studies Committee or the Director of
Graduate Studies and the department Chair is required.

Applications for independent study are expected to contain a detailed, explicit plan of work. Courses
that duplicate regular courses offered in the same or the next semester are discouraged.

Faculty Absence from Scheduled Classes

1.

Instructors are expected to meet their classes on the day and time and in the room designated in
the Schedule of Classes. If temporary room changes are made, they should be announced in
advance both to the students and to the department secretary. No permanent room changes
should be made without permission of the department Chair.

It is understood that the time scheduled for class meetings may be used for a variety of
aternative pedagogical purposes, such as conferences with sudents, library exercises, and fidd
trips. Because the department is regularly called upon to locate faculty and students, al such
activities should be announced in advance to the department secretary.

Beginning fall 1990, the IPFW calendar designates the fifteenth week of classes as an optiona
reading period. English and Linguistics faculty who choose this option are expected to hold
regular campus office hours during the reading period and to schedule afind assgnment (e.g., a
fina examination) during the last week of classes.

From time to time faculty may be away from campus during the academic term for professond
purposes (e.g., presenting a conference paper, service on a system committee). Since such
absences from class are normally known well in advance, faculty are expected to arrange for a
subgtitute ingtructor or aternative classroom activity and to notify the department chair of the
arrangements made.

Occasiondly, the ravages of disease or the malevolence of nature may result in an unexpected
faculty absence from class. Under these circumstances, the faculty member should notify the
department chair or the department secretary, who will attempt to find an emergency
replacement or, if unsuccessful, will post notices announcing the cancellation of the class.

If an emergency causes afaculty member to missaclass, secretarid assstanceis limited to
announcing the cancdllaion, didtributing hand-outs, picking up class papers, and, if atestis
scheduled, handing out the test at the beginning of class and picking it up at theend. Secretaries
may not monitor the actua taking of quizzes or examinations.
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PLAN FOR STUDENT ACADEMIC ACHIEVEMENT ASSESSMENT
Department of English and Linguistics

1. Elements of student academic achievement assessment will be integrated with the department’s
regular course offerings. To this end, instructors will be expected to define student achievement goals
for al courses. These goals should be consistent with the department's general mission-and-goas
statement and should be included as a regular feature of course syllabi. Examinations, essays, and
other assignments that form the bases of course grades should reflect the goals set forth in course
gyllabi.

In their annud or five-year reports, faculty should include syllabi and copies of the mgjor assignments
(final examinations, term papers, etc.) on which grades are based. These materials will be reviewed
by the Faculty Review Committee and the department Chair, who will make separate comments and
recommendations as appropriate.

Upon entering the program, English majors are given a copy of the “Portfolio Requirement for English
Majors’ that is the basis for Interim Assessment and Internal Exit Assessment. One of the two
papers submitted for Interim Assessment or for Internal Exit Assessment should be based on research
and include documentation. Studentsin the A.A. program will submit one paper upon completing 15
hours toward the major according to guidelines and review procedures used for Internal Exit
Assessment.

2. Interim Assessment is based on one paper submitted by each student upon completing 15 hours
toward the mgjor. No later than the end of the semester in which the student completes the first 15
core and concentration credits, the student will select the paper from course in the major that
represents his or her best work, and will provide a brief explanation of the assignment and information
about course number, title and date. The Undergraduate Studies and A ssessment Committee will
review these papers, evaluate student achievement consistent with the department’s mission-and-goals
statement, and report their findings and recommendations to the department Chair. Interim
Assessment of MA and MAT candidates will be based on at least one individua conference annualy
with Director of Graduate Studies.

3. Internal Exit Assessment of undergraduate majors will be administered by the Undergraduate
Studies Committee; of graduate students, by the Graduate Studies Committee.

No later than the end of the semester in which a student finishes fulfilling core and concentration
requirements, the student will submit a paper completed after the first fifteen hours in the mgor and
two papers from courses used to fulfill the last fifteen hoursin the mgjor. The student will select the
papers that represent his or her best work, and will provide a brief explanation of the assignments and
information about course number, title and date for each paper. Papers should demonstrate a
connection to traditions and theories of the student’s concentration: English and Communication
Media, English Language, English Literature, Teacher Certification, or Writing. The Undergraduate
Studies and Assessment Committee will review these papers, evaluate student achievement consi stent
with the department’ s mission-and-goal s statement, and report their findings and recommendations to
the department Chair.
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Assessment of MA candidates will be based on the master’ s thesis or performance on the MA

examination. The Graduate Studies Committee will conduct an annua review of these materials and
report their findings to the department. This report should include an assessment of graduate student
achievement and, if called for, recommendations for the improvement of course design and teaching.

Assessment of MAT candidates will be based on the paper prepared for the required graduate
seminar or the master’ s thesis and will be conducted in a manner paralel to the assessment of MA
candidates. MAT candidates should be apprised that their seminar paper will be used for this purpose.

4. External Exit Assessment will be conducted by the department Chair in conjunction with the
Undergraduate Studies and Assessment Committee and the Graduate Studies Committee. The two
Committees will prepare questionnaires, based on the department’ s mission-and-goal's statement,
which the Chair will send out at the end of each spring semester to English majors and graduate
students who completed degree requirements during that academic year. The Committees will review
responses, and the Chair will report them to the department.

5. Review of the Program will occur triennialy. In conjunction with the Committee on Committees,
the Chair will gppoint a five-member ad hoc Committee to Review Student Academic Assessment.
This committee will review the various reports generated by the program, with particular concern for
the department’ s response to the recommendations they contain. This committee will have accessto
course materials submitted by faculty with their annua reports and to materials under assessment
review by other departmental committees. It should make its report to the department no later than
the end of the spring semester following the semester of its appointment. The Committee’ s report
should assess the effectiveness of the Department’ s Student Academic Achievement Assessment
Program and, if appropriate, recommend improvements in the program.

6. Implementation of the internal and external exit assessments will commence with the spring 1994
semester. The interim assessment plan will go into effect in the 1994-95 academic year, with the
review of fal 1994 coursesin spring 1995. The firg triennial review will take place in 1995-1996.
The most recent review of the assessment process was conducted as part of the overall program
review, completed in 2006.

Approved: 18 October 1993
Revised: 29 January 2007
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THE STUDENT

Student Advising

All tenured or tenure-track faculty members are assigned students to advise on aregular basis. Faculty
advisors should be familiar with the university's academic regulations and with department and school
requirements for graduation. Faculty advisors sign student registration cards and other materias related
to course regigtration or withdrawal.

As astudent advisor, you are not only a student's main source of information about university
requirements, you may aso be hisor her closest faculty contact. Time spent in advising is an important
element in afaculty member's sarvice to the university.

Student Attendance

Department faculty are encouraged to note that regular class attendance by studentsis essentid to their
academic success. Students, therefore, should be expected to attend each class meeting for dl English
courses in which they are enrolled, and to comply with whatever additiona attendance policies might be
dtipulated on course syllabi. (4/24/00)

Grades

Faculty should familiarize themsdves with the statements concerning grades and grading policy in the
I|PFW Bulletin and the most recent edition of the Indiana University Academic Handbook. The
following requirement should be noted:

Faculty members are expected to give each undergraduate a written evauation of
performance as early as compatible with the nature of the course, but not later than after
two-thirds of the semester or summer session has elgpsed. This evidence will normdly
conss of aletter grade, but it could also be recorded in a different manner (e.g., written
critique of a paper, written evauation of the sudent's tota performance). In certain
types of courses such as senior or honors seminars, the evaluation might be given ordly.

Grade (see bdow) most frequently occur when the instructor has not clearly stated a grading policy or
has changed the policy during the semester. Faculty are urged to provide students with awritten
gatement (presumably on the course syllabus) detaling the factors that will determine their find grades
and to treat the statement as a contractua understanding with the students, to be atered only with their
knowledge and agreement.
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Credit by Examination (14/iv/80)

Students may seek exemption without credit from composition requirements by contacting the Director
of Writing. If the requisite conditions are met, the Director will write a memorandum recommending
such exemption. Exemption is possible for sudents

who, because of work experience, fed that they may be able to test out of such
advanced courses as business writing or technical writing, or

have trandferred from another university a which they were exempted from compostion
requirements.

Students may seek exemption (without credit) from other 100- and 200-level courses taught by the
department by contacting the chair of the department.

Note: The Office of Admissions currently grants course credit in composition to students who score 4
or 5 on the English Language/Composition Advanced Placement Examination offered by the
Educationa Testing Service; undistributed course credit to students who score 4 or 5 on the English
Literature/Compodition examination.

Cheating and/or Plagiarism

The Academic Handbook and IPFW's own academic regulations [see the most recent version of Fort
Wayne Senate Document SD 89-28--IPFW Code of Student Rights, Responsibilities, and Conduct--
and the current IPFW Bulletin] define these terms and the campus procedures appropriate for dealing
with them. Because the department is respongble for teaching students the style and conventions of
academic writing, it isaso our respongbility to see that students understand the nature of academic
dishonesty and the penalties associated with it. Because what we call plagiarism is standard practicein
other discourse communities, it is sometimes difficult for sudents to understand thet in the university
recycling condtitutes cheeting. Ingtructors should explain plagiarism and its consequences when they
make the first assgnment of outsde written work in a course.

Given the seriousness of the charge, an accusation of plagiarism must be based on concrete evidence.
Often afaculty member suspects plagiarism when a sudent assgnment is markedly different in style or
qudlity from her previous work; however, aforma charge of plagiarism must be based on more than
suspicion. For this reason, oneis often obliged to go to extraordinary lengths to track down the source

of suspected plagiarism.
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While, strictly spesking, misuse or misunderstanding of the gppropriate citation system can be construed
as plagiariam, it isimportant to maintain the distinction between chesting and stupidity. (The digtinction
between premeditated murder and accidental homicide provides a useful analogy.)

Before charging a student with plagiarism or cheeting, you may wish to consult with the director of
writing (for writing courses), the director of graduate studies (for graduate courses or sudents), or the
department chair (for other circumstances or if the gppropriate director is unavailable). Then, before
imposing any pendty, you must meet informaly with the student, within ten days of discovering the
aleged misconduct, in order to alow the student to present a defense or explanation.

If you choose to notify the student by letter, you might wish to use the generd form suggested by the
Indiana University Counsd:

Dear Mr/Ms :
| have a paper entitled " " submitted by you to me in partial fulfillment of
the requirements of [Course Number], section . | have read your paper [and discussed it with other

faculty members].* My present belief is that this paper is not written wholly by you, as required by the
standards of the course.
Please make an appointment to see me soon so that we can discuss this situation. [Pending our
discussion and a resolution of the matter, | am recording an Incomplete as your grade in this course.]**
Very truly yours,

*If you did.
**|f at semester's end.

Please note that the word "plagiarism” is not recommended for use.

After discussing the Situation with the student, you may deem it proper to impose a pendty. Thismay
take many forms

alower or falling grade for the assgnment in connection with which misconduct occurred;
an injunction to repest or supplement the assgnment;
alower or failing grade for the course.

After you determine the penalty, you must write a complete report, with dl particulars spelled out,
including the exact nature of the penaty. A copy of thisreport should go to the student, to the chairs of
the Department of English and Linguigtics and of the student's mgjor department, to the Deans of Arts
and Sciences and of the student's schooal or division, and to either the Dean of Students (in the case of
an undergraduate) or the director of graduate studies and the Dean of the Indiana University Graduate
Schoal (in the case of a graduate student). If the case involves awriting course, a copy should aso go
to the Director of Writing. Thisreport should inform the student that he or she may apped to the
department chair and, subsequently, to higher adminigtrators if unsatisfied with actions taken a the
departmentd level. (The current Sudent Handbook details these procedures.)
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Grade Appeals
(10/iii/84)

The appedls process can be used by any undergraduate student who has evidence or believes that
evidence exigts to show that a course grade was assigned as aresult of prejudice, caprice, or
computationd error. In gppeding, the student must support in writing the alegation that an improper
decision was made and must specify the remedy sought. The student is encouraged to seek the
assistance of the dean of studentsin pursuing the gppeal. During an gpped, the burden of proof ison
the student, except in cases of dleged academic dishonesty, in which case the instructor must support
the dlegation.

Timing of Appeals. An apped must be initiated no later than the fourth week of the fal or spring
semester immediately following the sesson in which the decison was made. Each successive gep in the
appeal s procedure must be initiated within three calendar weeks of the completion of the prior step.

Stepsin the Appeal Process:

1. Courseingructor: The student makes an gppointment with the instructor to discuss the matter.
(If the ingtructor is unavailable, the department chair shdl authorize an extension of time or dlow
the student to proceed to step 2.)

2. Department: If the matter has not been resolved at step 1, the student makes an appointment
with the chair of the department, who will direct the student procedurdly in making an apped to
the department Grade Appeas Committee (GAC).

3. Academic Appeds Subcommittee: If the matter has not been resolved at step 2, the student
makes an appointment with the Dean of the Faculty, who will direct the student procedurdly in
submitting the case to the campus Academic Appeds Subcommittee.

Department of English and Linguistics Appeals Procedure (Step 2)

Each year the department chair will, with the advice of the Committee on Committees, gppoint three
regular members and two aternate members to the Grade Appeals Committee (GAC). All members
shdl come from the ingtructiond gtaff (including associate faculty and graduate ingructors) of the
department. Alternates shal serve when regular members are unavailable for service due to absence or
to involvement in assgning the grade under apped.

If an gpped has not been satisfactorily resolved between the student and the instructor (step 1), the
student shall request the GAC to receive evidence and make a recommendation.

After receiving written documents and ora testimony relevant to the gppedl, and after providing due
process and complying with the time limits described above, the GAC will vote on whether the apped is
vaid and, if 0, on what remedy should be provided. A written satement of findings and
recommendations will be given to the gppellant, the ingtructor, the dean of students, and the chair of the
department. At this point, the ingtructor may change the appedled grade, the sudent may withdraw the
appeal, or the student may proceed to step 3. (Grades may be changed only by a university authority
upon the decision of the campus Academic Appea's Subcommittee or by the ingtructor any time prior to
the decision of the Academic Appeds Subcommittee.)
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MISCELLANEOUS

University Travel
(7/x/85, 221iii/82, 1/x/76)

All full-time faculty are digible for reimbursement of expenses (see guiddines below) for attending
professiond conferences, part-time faculty are reimbursed for registration fees a one conference during
the academic year. The maximum amounts of reimbursement are determined annualy and are based on
the fundsfor travel available in the department’s budget.

Full-time faculty travelling to professona conferences may be reimbursed for

a trangportation
b. lodging

C. subsistence

d regidtration fees.

Universty regulations govern the amount reimbursable in some categories. Consult the department
secretary for current regulatiors.

All full- or part-time faculty who travel to professona mestings or on other university business, whether
or not they request rembursement, must complete the "Authority to Trave" form avalable in the
department office. (Completion of thisform is necessary to activate the university's liability coverage for
faculty.) Thisform should be submitted to the department secretary no later than two weeks prior to
the commencement of travel.

After travel takes place, the faculty member provides the department secretary with receipts for
transportation, lodging, and regigtration. (The university computes the amount for subsistence) The
passenger copy of atransgportation ticket, not a credit card receipt, should be submitted. 1f acancelled
check isthe only evidence of aregigration fee, some officid document indicating the amount of
registration is necessary. Since these receipts will not be returned to the faculty member, photocopies
should be retained if needed for further reference.

Reimbursement checks normally appear about three weeks after the submission of receipts.






APPENDIX A: PART |l SUMMARY FORM FOR ANNUAL REPORTS

Fill in items below as appropriate, e.g., don’t evaluate your own student reviews, but do list peer
reviews, awards, grants, courses you taught for the first time, etc.

1. Teaching

Assessment method Comment

Student reviews

Peer review, award, grant

Teach course 1st ime

New course proposal

High enrollment (by sem)

Quality of materials

Student present/win award

Attend wkshp., conf.

presentations/pubs

Direct Thesis (completed)

Member Thesis Committee

Directed Stdy (completed)

2. Research and Creative Endeavor

Achievement Comment
Articulation or strong evidence of a 3+-year
program
Grant

Work submitted, accepted, published,
presented, and in progress

3. Service Comment

Type of service

Systems committee

Campus committee

School committee

Dept committee




Extra assignments, initiatives

Articles

Res [ Ped [ Sub | Acpt Pub | Title Comment
Books

Res | Ped | Sub | Acpt Pub | Title Comment
Fiction

Sub | Acpt Pub | Title Comment
Poetry

Sub | Acpt Pub | Title Comment
Work in Progress

Title Comment




Conference Presentations

Res | Ped Title Comment
Reading one's own work
Title Comment




