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DEPARTMENT OF ENGLISH

DEPARTMENTAL REAPPOINTMENT, TENURE, AND PROMOTION CRITERIA,
PROCEDURES FOR RENEWING TERM CONTRACTS, 
ANNUAL FACULTY EVALUATION,

AND POST TENURE REVIEW

Year(s) Effective: 2006-2007
I. Appointment, Reappointment, Tenure, and Promotion

A. Introduction 
These criteria, guidelines, and procedures supplement Section 4 of the current Faculty Handbook and the WCU Tenure Policies and Regulations as approved by the Board of Governors, the provisions of which shall prevail on any matter not covered herein by further allowable specification or on any point wherein this departmental document is inconsistent with those provisions. 

B. Criteria for Appointment, Reappointment, Tenure, and Promotion
1. Earned Academic Degrees
Departmental requirements are the same as those stated in the Faculty Handbook (Section II 4.02.02.IV.A), with the following exception: For faculty teaching in the Professional Writing concentration, the MFA in creative writing is considered a terminal degree.  In unusual cases, alternative credentials such as extensive work in a profession; extensive publications, scholarly or creative activity; or degrees related to the teaching discipline may be presented as equivalent preparation.
2. Professional Preparation and Experience
a. Years of College‑level Teaching Experience
i) For Appointment/Reappointment or Promotion 
Departmental requirements are the same as those stated in the Faculty Handbook (Section II 4.02.02.IV.B).
ii) For Tenure
The maximum number of years of continuous full‑time probationary service shall be seven years except as provided by Section 11 4.02.02.V of the Faculty Handbook.
b. Other Qualifications
The guidelines are the same as those stated in the Faculty Handbook (Section 11 4.02.02. IV.C).

3. Quality and Effectiveness of Teaching

Quality and effectiveness of teaching will be assessed by the Reappointment, Tenure, and Promotion Committee, after consideration of the Annual Faculty Evaluation dossiers, (based on the seven dimensions of teaching as specified in the department's AFE document) which should include the following:

a. Student Evaluations of Teaching
b. Reports from Peer Observers
c. The development of content or technological expertise through self-teaching, workshops, seminars, or other opportunities.
d. Course Materials, which may include creative use of technology in teaching, including evidence of web‑based learning, on‑line writing environments, desktop publishing, and presentation software.  
e. Other Evidence 
Candidates may provide additional evidence of teaching effectiveness, such as awards, honors, testimonials, and reports from program directors.

4. Scholarly and Creative Activities
a. Research and Publications in both print and electronic media

b. Creative Works and Projects

c. Professional Activities
Such activities may, for example, include the following:
i. Active participation in professional organizations or conferences.
ii. Application for and receipt of grants and/or contracts.
iii. Other such evidence of professional growth as individual candidates wish to present, including the sharing of professional concerns and interests through computer networks.

d.
Professional development will be assessed by the Reappointment, Tenure, and Promotion Committee, after examination of evidence submitted by candidates in accordance with university guidelines promulgated annually by the Office of the Provost.

5. Quality of, Role in, and Special Contributions to Institutional Affairs

a. Off‑campus Instruction and Regional Service

b. Work with Students, including advising if assigned
c. Activities at the Departmental, College, University, and UNC System levels

d. Summer School Teaching

e. Facilitating the integration of technology by fellow faculty through teaching workshops, tutoring, providing technical support, or creating instructional materials

f. Contributions to Institutional Affairs will be assessed by the Reappointment, Tenure, and Promotion Committee after examination of evidence submitted by candidates in accordance with university guidelines promulgated annually by the Office of the Provost.

6.
Promise for Sustained Future Professional Achievement
In its consideration of each candidate, the department shall assess and be guided by the individual's promise for sustained future professional achievement based upon the record in all of the categories listed above. Recommendations for contract renewal, reappointment, tenure, and/or promotion shall be consistent with the provisions of Section 114.02.04 C of the Faculty Handbook

7.
Institutional Needs and Resources

All recommendations on contract renewal, appointment, reappointment, tenure and promotion shall be consistent with the needs and resources of the department.

8.
Appointments to Emeritus Status

Appointments to Emeritus Status will be made subject to the provisions of Section 114.03.03 of the Faculty Handbook and the recommendation of the tenured and tenure‑track faculty, as determined by a majority ballot vote.
C. Composition of the Departmental Reappointment, Tenure, and Promotion Committee
1. 
Except as noted in the following, the departmental advisory committee shall be constituted and shall conduct its business in a manner consistent with the provisions of Section 11 4.02.02.Vl of the Faculty Handbook.
a. Faculty being considered for promotion shall be ineligible for service on the Committee; replacements shall be elected as necessary. 
b. When appropriate, the conditions of the University of North Carolina's policy on employment of related persons, revised effective March 15, 1996, shall apply. 
c. The committee, to be composed of six English faculty who hold tenure at the time of election, shall be selected annually by ballot during the spring semester. 

i) The ballots will be prepared, distributed, and counted by the department's office administrator.  The ballots will be distributed to tenured and tenure‑track English faculty teaching in the department during the spring semester. The ballot will list the names of all tenured faculty, except the Department Head, faculty with full‑time administrative appointments, and faculty scheduled to be on leave during either or both semesters of the next academic year; any tenured faculty member who expects to retire or resign prior to the beginning of the next spring semester will be expected to request that her or his name not appear on the ballot. 
ii) The Department Head, who serves ex‑officio, as chair of the committee, and faculty with full‑time administrative appointments will not vote. 
iii) The office administrator shall specify a collection point for the ballots, as well as a time and date for return of the ballots. The time period between distribution and the deadline for their return shall not be less than two workdays nor more than ten work days. 
iv) In case of tie votes, run‑off elections shall be held until the committee consists of six currently tenured members.
v) In the event an elected member is unable to serve, the replacement shall be the person receiving the next highest number of votes in the latest election. If there is a tie for the next highest number of votes received in the latest election, another election by ballot shall be conducted. 
vi) Elections shall be conducted in a timely fashion, in order to assure that a committee is elected before the end of the spring semester.
vii) Counted ballots shall remain on file in the English Office and will be made available for inspection upon request.

2. The RTP committee shall also serve as the department's Personnel Committee.
a. As the personnel committee, it may ask other tenured and/or tenure track faculty to participate in faculty searches.
3. Normally faculty serving on the RTP Committee will not be asked to serve also on the AFE Committee in the same year.
D. Procedures

1. Preparation of the Files of the Candidates
Files on each candidate shall be prepared according to university guidelines promulgated annually by the Office of the Provost.
2. A quorum shall consist of the full membership of the Committee.
3. 
No proceedings of this Committee, other than official oral and written reports in normal administrative channels, will be made public in any manner.
4. 
Procedures of the Departmental Advisory Committee on Reappointment, Tenure, and Promotion (supplementary to Section 114.02.02 of the Faculty Handbook. Faculty members serving probationary appointments will be evaluated each year by the departmental Reappointment, Tenure, and Promotion Committee. Consideration for reappointment at the faculty member's current rank will be based on the guidelines listed in 1B above.

E.  Special Procedures for Visiting Lecturers with Primary Assignment in First-Year Composition (FYC).  As recommended by the FYC Committee and approved by the Department in Spring 2005.
Materials for Contract Review: 

Beginning Spring semester 06, all Lecturers are asked to submit a file folder including the materials on the list that follows to the Department Head no later than the last day of February of each year.  The English Department requires of everyone that the quality and effectiveness of teaching be evaluated based on the following materials:

a.  Statements of Teaching Activities with Self-Evaluation
b.  Student Evaluations of Teaching

c.  Reports from Peer Observers

d.  Optional:  Course Materials, which may include creative use of technology in teaching, including evidence of such innovations as web-based learning, and on-line writing environments, desktop publishing, and presentation software.

e.  Other Evidence 

Candidates may provide additional evidence of teaching effectiveness, such as awards, honors, testimonials, and reports from program directors.  (English 1-2)

The additional “course materials” and “other evidence” (d and e above) will constitute the

 requested brief file:  

d.  Course Materials

1) Self-Evaluation Narrative 

2) Statement of Teaching Philosophy

3) Vita

4) Two Syllabi 

5) Two or three pieces of students’ work with instructor’s assignment as cover sheet for each

e.  Other evidence of quality and effectiveness of teaching including professional development activities for teaching and learning, teaching in a learning community,  teaching with service learning, peer observations.  These should be presented concisely for clarity.
FYC Classroom Visits: 
The Director of First-Year Composition will visit the classrooms of all Lecturers.  The Director’s report may include information from course evaluations as well as the classroom visit.  This report will be added to the file for review by the Materials Review Committee.  Any concerns would be addressed to the Lecturer in a timely manner, and the instructor will be given time to correct problems appropriately.  
Materials Review Committee: 

The First-Year Composition Committee recommended that the department empanel a committee to review course materials and other evidence of teaching quality and effectiveness (d and e). The committee is composed of the following members:  Director of Composition, one member of the TPR Committee, Department Head, and two Lecturers (elected by the Lecturers).  Each Lecturer on the committee will abstain from review of his/her own materials.  Criteria for this review are the following:  (1) Clarity of syllabus, assignments, philosophy, vita, and letter of intent, with self-assessment; (2) evidence of coherence with the curriculum; (3) presentation, following directions with a concise, neat, and professional package in a manilla folder; and (4) demonstrated strengths or weaknesses.  Quantity is not a criterion.  Based on review of these selected materials, this committee advises the TPR Committee with the names of Lecturers whose teaching merits reappointment.  The TPR Committee would incorporate this advice in their review of the Lecturer’s file and AFE dossier.

Appeal: 
Lecturers whose contract renewal is in danger due to the process stated above (and not due to a lack of available positions) may appeal to the Department Head within two weeks of notification of the TPR Committee’s decision. 
II. Annual Faculty Evaluation

A. Purposes:

1. To assist faculty in knowing how their work is being evaluated;

2. To assist faculty in bringing their work to a high level of professional quality;

3. To promote the continuing professional development of faculty;
4. To provide a professional basis for assessment when decisions are being made regarding the status or merit pay increases of faculty. 
B. General Guidelines

1. Supplemental to the annual appointment/reappointment, promotion, and tenure process, the department shall complete an evaluation of its faculty members each spring semester for the previous academic year.

C. Criteria for Evaluation

1. Each faculty member's performance will be evaluated according to the following criteria:

a. Effectiveness as a teacher

b. Effectiveness as a creative artist, researcher, and/or producer of scholarly works, as applicable to the discipline and each member's area(s) of specialization 

c. Service to the department, college, and university, to the community, region, and state, and to the profession of English.

2. Criteria Emphases
The department traditionally places greater emphasis on teaching effectiveness than on research and service.

D.  Methods or Approaches for Evaluation
1. Review of Dossier
During the spring semester, the AFE Committee will review each faculty member's dossier, containing the following:

a. Annual Report of Faculty Activities
Annual Report of Faculty Activities, plus the required supporting documentation for listed quantified service, publication, and other activities; this may include the following:

i. Statement of Teaching Activities (courses taught, number of students, teaching development activities) with Self-Evaluation

ii. Statement of Scholarly and Creative Activities
a) a summary statement of scholarly activities

b) other supporting documentation as the faculty member deems appropriate or necessary, without adding excessive bulk to the dossier.  Supporting documentation must be maintained on file individually, in case the AFE Committee requests it.

iii. Statement of Service Activities

a) a summary statement of service describing, for instance, service on Faculty Senate, University councils, or committees, and college or department level committees, as well as advising activities and sponsorship of student groups.

b) supporting documentation as the faculty deems appropriate or necessary, without adding excessive bulk to the dossier. Supporting documentation must be maintained on file individually, in case the AFE Committee requests it.

b. Student Evaluations
Student Evaluations from each English class taught in the previous calendar year, including the summer terms
c. Summary of peer observation(s)
The Departmental Peer Observation Note Sheet used by each AFE Committee member while observing classes will record evidence of each of the following seven dimensions of teaching excellence:
 
(1) Content Expertise 


(2). Instructional Delivery Skills 
(3) Instructional Design Skills 

(4) Course Management Skills 
(5) Evaluation of Students 

(6) Faculty/Student Relationships 
(7). Facilitation of Student Learning

2. Preparation of Summary Statements
After reviewing each faculty dossier and its supporting documentation, the AFE Committee will prepare a statement summarizing the contributions of the individual with respect to each of the three criteria: teaching, scholarship/creative work, and service.
3. Faculty Review of Summary Statements
Any faculty member may request an interview with the AFE Committee to seek clarification or make corrections to the Committee's summary statement.

4. AFE Committee Chair Approval of Summary Statements
After the summary statements are revised as the Committee deems necessary, each copy is signed by the Committee Chair for all members of the AFE Committee.

5. Department Head Summary Statements
The department's traditional position is that evaluation is ultimately an administrative task and therefore the burden of the evaluation and determining what to emphasize in making it (except as specified in section C.2 above) devolves on the Department Head, who prepares a separate summary statement for each faculty member.

6. Graduate Teaching Assistant Summary Statements
The English Department's Director of Graduate Studies will prepare an annual summary statement for each graduate assistant, reflecting assigned duties and perceived performance, including, when applicable, peer tutoring and/or observed teaching.

E.  Composition and Election of the AFE Committee

1. Composition of the AFE Committee
The AFE Committee will be composed of six tenured or tenure-track members of the English Department, as follows:
· One professor or associate professor, who will serve as Chair
· One associate professor or professor (if the chair is an associate professor)
· One assistant professor
· Three additional members, irrespective of rank. 
Those automatically excused from serving are the following: 
· the Department Head
· the Director of Composition
· faculty holding full-time administrative appointments.
2. Election Procedures
Members of the AFE Committee are to be elected in April by tenured and tenure track members of the department for staggered two-year terms, arranged so that each year three members will continue, thus providing continuity. Normally a person will not be eligible for re-election to the AFE Committee or listed on ballots until a two-year period has elapsed. The senior continuing member shall serve as Chair. Otherwise, the voting procedure used will be the same as described in I.C.I. above.
F.  Duties of the AFE Committee

1. Observations:  During the academic year, a member of the Committee shall observe at least one class of each faculty member teaching in the department. Graduate teaching assistants shall be observed by the Director of Freshman English, the Director of the Graduate Program, and/or their assigned faculty mentors each semester they teach; the written reports of all of those visits will be maintained in the departmental office. None of the foregoing precludes the Department Head from visiting any English class at any time, by invitation or not, for evaluative or other purposes. The classroom observation procedure shall be as follows: 

a. All departmental instructors (everyone teaching at least one English course) shall be observed teaching at least one class. All faculty will be observed once each academic year. The Department Head, the Director of Composition, the AFE Committee, or an instructor may request additional observation(s). Each person to be observed shall receive one copy of (1) the current procedure description and (2) the current Peer Observation Note Sheet, which observers will use for taking notes.

b. The AFE Committee Chair will use the Schedule of Classes in creating a departmental observation schedule. On rare occasions an instructor's preferred class, time, or day may not fit in the departmental observation schedule; in such cases, the AFE Committee Chair shall work with any instructors so affected to make mutually satisfactory arrangements.

c. Prior to every scheduled observation, the designated peer observer shall meet with the instructor to be observed, for a period of time at least sufficient to complete the top portion of the Note Sheet; special attention shall be given to determining any special circumstances of the class to be observed. During that meeting the observer shall also be briefed on the instructor's expected routine for the class period and should be provided any materials necessary to have the appropriate context for observing that routine with good understanding (this might include copies of handouts, of textbook pages to be used, and the like).

d. At the scheduled class, the observer shall be introduced by name simply as a visiting English Department colleague. The observer will use the Peer Observation Note Sheet for recording the results of the observation.

e. After the class, the observer shall meet with the instructor to discuss the visit, to complete the bottom portion of the Peer Observation Note Sheet, and to provide a copy of it to the person observed.

f. Peer Observation Note Sheets shall be used only by AFE Committee observers in preparing succinct statements about teaching performances for the required AFE statements; Peer Observation Note Sheet contents shall not be seen or discussed outside of the committee. The Peer Observation Note Sheets shall not be passed up the administrative chain. They shall be returned to the persons observed when the AFE process for the year is completed (ordinarily by early June).

2. Review of Faculty Dossier
In the spring semester, the AFE Committee will review each faculty member's dossier, including the following items:

a. Annual Report of Faculty Activities

b. Student Evaluations
At a regular meeting of each English class, near the end of the term, faculty will distribute the form devised and approved by the department for student evaluation of teaching effectiveness. These student evaluations will be completed anonymously in the absence of the teacher and submitted to the department office. Shortly after each term ends, faculty will have the opportunity to examine their student evaluations for the previous term. They are encouraged to provide written comments regarding their students' evaluations on the cover sheet and also to sign and date in the spaces provided, thereby providing one indication that they are considering how they might improve their teaching practices and course procedures.

c. Reports of Peer Observations of Teaching

3. After reviewing the above materials, the AFE Committee will compose a well-considered statement describing the contributions of each faculty member for the designated year (see section II.D).

4. The AFE Committee will send forward to the Department Head its statements and all documentation on which they are based except for Peer Observation Note Sheets, which will be returned to individual faculty at the conclusion of the AFE process.

5. The Chair of the AFE Committee will also provide a summary statement to the Department Head describing the procedures the committee employed in the evaluation and recommending any need for changes.
G.  Department Head Report 


The Department Head will also write an annual statement evaluating each faculty member's work, taking into account the AFE Committee's statement, the dossier, and any other materials submitted by the individual faculty member. The Department Head's statement will be a summation of the facts, not a prediction of future performance or personnel actions.

H.
Report to and Consultation with Faculty

At the conclusion of the evaluation process each year, the Department Head will provide each faculty member with a copy of that year's departmental evaluation, containing the statements of both the AFE Committee and the Department Head. The Department Head will be available to consult with each faculty member to review the results of his or her evaluation and to discuss ways to improve performance. The faculty member will sign both statements to indicate acceptance of their contents and will be provided the added opportunity of providing a rebuttal to be attached to her or his departmental evaluation. Copies of all evaluations will be kept on file in the department.

I.

Report to the Dean

A summary of the department's AFE findings for each faculty member shall be prepared and submitted to the Dean of the College of Arts and Sciences by the end of the spring semester.
III.  Post Tenure Review Policies and Procedures

Approved 9/30/1999 

(minor editorial changes May 2006)
In accordance with the Western Carolina University document on Post Tenure Review, the English Department will adhere to the following policies and procedures. 

1) Faculty to be reviewed: 

PTR is required of all tenured faculty whose primary responsibilities (50% or more) are teaching and/or service and/or research. 

2) Timetable: 

A tenured faculty member may elect to undergo PTR during any academic year. Faculty for whom PTR is required must undergo a review no later than the fifth academic year following the most recent of any of the following review events: award of tenure or promotion at WCU, prior post-tenure review, or return to faculty status following administrative service. Exceptions shall be made in the following cases: 1) During the first five years of the PTR policy (Spring 1999- Spring 2003), faculty whose most recent review event occurred more than five years before the start of the policy shall undergo a review within the five-year period subsequent to the initiation of this document. 2) A period when a faculty member is on leave from duties, in teaching and/or research and/or service, shall not be included as part of the five years between mandatory review events. In such cases, the maximum interval shall be extended accordingly. 3) A faculty member who is temporarily assigned to duties away from Cullowhee/Asheville during the period when a  review is required shall undergo review during the academic year when duties in the area are resumed. 

3) Procedures: 

Performance to be reviewed is limited to the five years preceding review or to the period subsequent to the prior review event, whichever is less. A faculty member being reviewed will provide the four most recent Annual Faculty Evaluations (including the following supporting materials: the Annual Report of Faculty Activities Summary Sheet and a self-evaluation if submitted to the AFE Committee) and a current Curriculum Vitae. 

The PTR Committee shall consist of three (3) tenured faculty (excluding the Department Head) in the English Department elected in the spring for the following year at the same time that AFE and TPR committees for the following year are elected. (Exception: the committee for Spring 1999 shall be elected early in the spring term of 1999.) 

Faculty subjected to PTR in a given year shall be ineligible for the PTR committee in that year. Only tenured faculty members, excluding the Department Head, shall be eligible to vote for the PTR Committee. 

The PTR Committee shall in the spring term of each year review the required materials (see section 3, paragraph 1) for each faculty member undergoing PTR in that year. After discussing within the committee their responses to those documents, they shall prepare a written evaluation representing the collective opinion of the committee for presentation to the Department Head. The evaluation should state specifically that the faculty member's performance is regarded as satisfactory or unsatisfactory and if unsatisfactory, should provide extensive and specific documentation. If no consensus (agreement of all three members) exists within the committee, each member shall prepare a separate evaluation and each evaluation shall be submitted to the Department Head. The Department Head shall provide a copy of this/these evaluations to the faculty member and shall meet with the faculty member to discuss the review. The Department Head shall then append his or her evaluation relative to the mission of the university, college, and program. The faculty member then has the option of attaching a written response. When a Department Head is reviewed, the dean shall perform the roles ordinarily performed by the Department Head. 

4) Criteria: 

Criteria for acceptable faculty performance include professional competence; conscientious discharge of duties, taking into account distribution of workload as developed by the Department Head; and efforts to improve performance. Exemplary faculty performance involves sustained excellence in teaching, scholarly/artistic achievement, and service. Each faculty member undergoing Post Tenure Review will be evaluated against the specific criteria for reappointment, tenure, and promotion listed in this departmental reappointment, tenure, and promotion document, section I.B. 

5) Outcomes: 

In the case of a satisfactory review, results are documented for university award and merit pay decisions. In addition, suggestions to enhance performance may be provided. 

In the case of an unsatisfactory review, the Department Head, in consultation with the faculty member, PTR committee, and dean of the faculty member's college, will create a three-year development plan within one month of the review. The plan shall include (1) specific improvements to be accomplished within three years, (2) resources to be committed to the improvement efforts, (3) other support provided by the administration.  The department and PTR committee will monitor the faculty member’s progress relative to the development plan and provide verbal and written feedback to the faculty member semi-annually.

Should adequate progress, in the judgment of both Department Head and PTR committee, not occur by the end of the third year, penalties, which may range from the suspension of pay raises to, in the most extreme cases, reduction in rank, temporary suspension of employment, or termination of employment, may be imposed.  Any such penalty would require the concurrence of PTR committee, Department Head, dean of arts and sciences and Provost.

6) Due Process:

All the guarantees of due process and the right of appeal contained in the university statement of policies and procedures for Post Tenure Review, in the WCU Faculty Handbook and in the Code of the University of North Carolina shall be fully in effect.

A faculty member who has received an unsatisfactory evaluation shall have the right to appeal first to the department Post Tenure Review Committee and to the Department Head, and then to a special appeals board established by the university for considering problems and appeals rising from Post Tenure Review.


IV. Preparation and Implementation

A. Preparation and Approval
1. Departmental guidelines shall be prepared or reviewed and revised each spring semester for the next academic year. The current Reappointment, Tenure, and Promotion, Annual Faculty Evaluation, and Post-Tenure Review committees will review the appropriate parts of the current guidelines and recommend any revision to the department for final approval.
2. On the timetable announced by the Dean, the departmental document shall be submitted to the Dean for review. The Dean shall endorse the document or recommend revisions. When satisfied with its quality and completeness, the Dean will forward the approved document to the Provost for review. The Provost will approve the document or recommend revisions and return it to the Dean and Department Head. When revisions are needed, the Department Head will resubmit the revised document for approval through channels as before.
B. Implementation
1. This document becomes effective for the 2005-2006 year immediately following its preparation or revision upon endorsement of the Dean and approval of the Provost.
2. This document shall guide the department's consideration of candidates during the year within the framework of the timetable announced by the Provost.
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