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                     ORGANIZATIONAL PLAN  OF THE ENGLISH DEPARTMENT

                                                                         State University of New York

               College at Cortland

             PREAMBLE

The purpose of this organizational plan is to aid English Department members in the
administration of the Department and in the discharge of their collective responsibility to the
Faculty of the College.

Therefore, the English Department Organization forms a tripartite division of authority:
Department policy is formulated in five standing committees; such policy is approved by the
Department as a whole; the policy is then administered by the appropriate committees, by the
Chair of the Department, and by such administrative assistants as he or she deems appropriate
with the advice and consent of the Department.

The Organization has been formulated in compliance with current Policies of the Board
of Trustees, the Contract between State University of New York and United University
Professions, and the Cortland College Constitution.  In the event any provision of this
Organizational Plan is found to be in violation of any of the above policies or agreements, the
latter documents shall supersede this Organizational Plan.

This Organizational Plan was amended May, 1976 and ratified 26 May, 1976.  Amended
8 April 1978.  Amended 9 March 1979.  Amended 19 October, 1979.  Amended 9 November,
1979.  Amended 8 February, 1980.  Amended 2 December, 1988.  Amended 8 May, 1989. 
Amended 9 September, 1991.  Amended 13 November, 1991.

A Redrafted Organizational Plan submitted for ratification August 2001 2003 and ratified
October 2004.   Amended May 10, 2005.  Amended October 23, 2006.  Amended May 2 and
ratified, May 14, 2007.  Amended April 23, 2008; Ratified May 2008.
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CHAPTER ONE: THE ORGANIZATION OF THE DEPARTMENT

Article I:The Chair of the Department

   Section A: Appointment of the Chair

1.  The policies of the State University require that the chair of a department “shall be designated
and redesignated by the college chief administrative officer after consultation with appropriate
faculty including the department or division concerned.  Such designation shall be for any period
up to three years, and renewable; provided, however,  that the college chief administrative officer
may relieve a designee of duties as chair at any time.”  The College Handbook states that “the
department and school dean shall meet well in advance of appointment or reappointment of a
chair to discuss the department’s needs and problems.” (240.04 A).  Candidates from outside the
department may also be considered although such a possibility depends on “the availability of a
line” (240.04 C).  The College Handbook further stipulates that the “recommendation of the
department should be a major factor in the final decision” and that “[i]f there is disagreement
between the department and members of the administration over the final decision, department
members and members of the administration shall meet together and resolve their differences” so
that “[a]t the time the candidate for department chair is officially offered the position, there
should be substantial agreement between the administration and the department that the
candidate is acceptable to both.  When the department officially makes its recommendation
known to the school dean, the dean will forward it with his or her recommendation for or against
to the provost, who will forward it with his or her recommendation for or against to the
president” (240.04 F).

2.  In the year before the Office of the Chair becomes vacant or whenever a vacancy arises, or at
the request of the president of the College, the Personnel Committee of the Department will
solicit nominations for one or more candidates from all full voting members of the Department. 
The Personnel Committee will determine, and the Chair of the Committee will publish, a specific
schedule for the nomination and election process, fulfilling the guidelines described in the
following paragraphs. 

3.  The nomination form will read: “I nominate the following person or persons for the Chair of
the English Department for a three-year term commencing {date} and concluding {date}:              
                           .”  The nomination forms will be distributed among the full voting members of
the faculty, who will return the forms to the Department ballot box in a timely manner.  The
Chair of the Personnel Committee, another member of the Personnel Committee, and one other
voting member of the Department will record the names of the nominees.
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4.  The Chair of the Personnel Committee will distribute to the Department the list of nominees. 
Names may not be added to the list.  However, nominees who wish may remove their names
from the list by advising the Chair of the Personnel Committee in writing within seventy-two
(72) hours that they do not wish to be candidates.

5.  Following any revision of the list, the Chair of the Personnel Committee will distribute to the
Department a final list of candidates for a vote to determine the ACCEPTABILITY of
candidates.

6.  Candidates for the position of Chair of the Department will be expected to prepare for the
Department and the Dean a brief statement of their conception of the role of Chair and their
agenda for their tenure.  During the week that follows the finalization of the list of nominees, the
candidates will be available for interviews by Department members.

7.  Following the finalization of candidates, the Chair of the Personnel Committee will distribute
to the full voting members of the Department a ballot of ACCEPTABILITY of each candidate. 
The ballot will read as follows:

 Ballot of ACCEPTABILITY of Chair of the English Department

{Candidate A } is acceptable as Chair              YES          NO         ABSTAIN
{Candidate B} is acceptable as Chair               YES          NO         ABSTAIN

8.  Ballots of acceptability will be returned to the Department ballot box in a timely manner.  The
Chair of the Personnel Committee, another member of the Personnel Committee, and one other
voting member of the Department will count the ballots.  Those candidates found
ACCEPTABLE to the majority of voting members of the Department will be placed on a ballot
of RECOMMENDATION for the Chair of the Department. If faculty abstain or do not vote, the
number that constitutes the normal department majority will remain in effect. If a majority finds
no candidate ACCEPTABLE, the Chair of the Personnel Committee will call for new
nominations and publish a new schedule for the balloting.

9.  After a list of ACCEPTABLE candidates has been determined, the Chair of the Personnel
Committee will distribute to the voting members of the Department a ballot of
RECOMMENDATION.  The ballot will read as follows:

  Ballot of RECOMMENDATION for the Chair of the English Department

Place an X after the candidate of your choice:

{Candidate A}         
{Candidate B}         
(etc.) 
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10.  When all ballots have been returned to the ballot box, the Chair of the Personnel Committee,
one other member of the Personnel Committee, and another voting member of the Department
will count the votes.  The Handbook states:  “When the department officially makes its
recommendation known to the school dean, the dean will forward it with his or her
recommendation for or against to the provost, who will forward it with his or her
recommendation for or against to the president.”

11.  To resolve a tie between the top two candidates, the Chair of the Personnel Committee will
hold a run-off election. If the run-off election results in a tie, the present department chair will
call a department meeting to resolve the issue. 

12.  The Dean of Arts and Sciences will be kept informed of the election process at every stage,
and will receive copies of all memos that the Personnel Committee sends to the Department
concerning the election, including copies of the candidates’ statements of purpose.

13.  Procedures to review and evaluate the performance of the Chair and to make
recommendations about such performance may occur at any time.  Such initiation of evaluations
and recommendations will be made by the Personnel Committee.

   Section B. Responsibilities of the Chair

1.  The Chair is responsible to the President of the College for coordinating the Department and
its educational programs.

2.  The Chair will implement University, College, Division, and Department policies through
appropriate assistants and committees.

3.  The Chair will ensure the recording and prompt availability to the members of the Department
all policy-making decisions affecting the conduct of the Department and its programs.

4.  The Chair will ensure that the Organizational Plan of the English Department be reviewed
periodically and amended as necessary to conform to College and University policies.

Article II: Standing Committees

   Section A: The Department as a whole will maintain three standing Committees to propose
policy for Departmental approval, and as delegated, to act on behalf of the Department.  These
Committees are the Personnel Committee, the Scholarships Committee, the Assessment
Committee.  Furthermore, each program in the Department (ENG, AEN, PWR) will maintain
two standing committees to propose policy for the individual programs.  Those committees are
the Graduate Committees and the Undergraduate Program Curriculum Committees.  The
Composition Program will maintain the General Education Assessment Review (GEAR)
Committee.  Finally, the Department as a whole will make up an NCATE Review Committee
with every full-time voting member of the faculty participating in the review process.
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    Section B: Composition of the Committees

1. The Personnel Committee is composed of five members, elected in May by secret ballot,
from among the full-time, tenured voting members of the Department.  At least one, and not more
than two, tenured faculty from each program, must be elected to the Committee. The
Chair of the Department may not serve as a member while Chair.  Four members
constitute a quorum.

2. The Undergraduate Program Curriculum Committee for each program is composed of
three faculty members elected in May by secret ballot from among the full-time voting
members of the Department whose primary teaching responsibilities are in that program.
The Chair of the Department may not serve as a member while Chair.  Two members
constitute a quorum.

3. The MA_ENG Graduate Committee is composed of the appointed Assistant
Chair/Director of Graduate Studies, and two members elected in May by secret ballot
from among the full-time voting members of the Department who regularly teach
graduate courses required in the MA_ENG program.  The membership of the MA_ENG
Graduate Committee  will include specialists in both British and American literature. 
The MAT/MSEd graduate committee will be comprised of the director of those programs
and two other members from among the full-time voting members of the Department who
regularly teach AED courses.   The PWR graduate committee will be comprised of the
director of that program and two other members from among the full-time voting
members of the Department who regularly teach who regularly teach PWR courses.  The
Chair of the Department may not serve as a member while Chair. Two members
constitute a quorum.

4. The Scholarships Committee is composed of three faculty members with one
representative from each program elected in May by secret ballot from among the full-
time voting members of the Department. The Chair of the Department may not serve as a
member while Chair.  Two members constitute a quorum.

5. The Assessment Committee is composed of three faculty members  with one
representative from each program elected in May by secret ballot from among the full-
time voting members of the Department. The Chair of the Department may not serve as a
member while Chair.  Two members constitute a quorum.

6. The General Education Assessment Review (GEAR) Committee is composed of the
Campus Writing Coordinator and a minimum of five faculty members from the
Composition Program, elected in May from among the part-time and full-time lecturers in
the Department. 
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7. Committee members will serve two elective years on the Personnel and Curriculum
Committees, three elective years on the Graduate Committee[s], three elective years on
the Scholarships Committee, and three elective years on the Assessment Committee.  An
elective year begins on the first day of the fall semester following elections to the
Committee and ends the day before the following fall semester.

8. When possible each committee will include members holding at least two different
academic ranks.  With the exception of the Personnel Committee which will be made up
of tenured faculty members, both faculty with continuing and term appointment will be
represented on the various committees to the extent possible.

9. A nominee for a vacancy on a standing committee must consent to serve and must be 
elected by a majority of the voting members of the Department.  Run-off elections will be
held whenever necessary.

10. No more than two members will be elected to a standing committee for full terms in any
one year.  Additional vacancies will be filled as one-year terms.

11. Each committee will elect its own Chair and will conduct its meetings according to
Robert's Rules of Order, Revised.

12. The meetings of all standing committees will normally be open to all members of the
Department, who may either address the committees or participate in their deliberations,
except when a committee declares itself in executive session to discuss individuals within
the Department.  

13. When a personnel decision must be voted on and a quorum of the Personnel Committee
cannot be assembled for reasons of absence or incapacity, the Chair or Acting Chair is
authorized to appoint an Emergency Personnel Committee comprised (in the following
order) of all current Personnel Committee members; members-elect if available; and
members of the previous Personnel Committee up to the number of five, or a minimum of
four.  If there are not four such members available, those who are available will nominate
names to be approved by the Chair.  A minimum of four members of the Department will
be necessary for the Emergency Personnel Committee to make an official decision.

14. When a decision falling within the jurisdiction of an Undergraduate Curriculum
Committee must be voted on and a quorum of that Curriculum Committee cannot be
assembled for reasons of absence or incapacity, the Chair or Acting Chair is authorized to
appoint an Emergency Curriculum Committee comprised (in the following order) of: all
current Curriculum Committee members; members-elect if available; and members of the
previous Curriculum Committee up to the number three, or a minimum of two.  If there
are not three such members available, those who are available will nominate names to be
approved by the Chair.  A minimum of two members who regularly teach in that
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Curriculum Committee’s program will be necessary for the Emergency Curriculum
Committee to make an official decision.

15. No emergency measures have been deemed necessary for other standing committees.

   Section C: Responsibilities of the Personnel Committee

1. The Committee will act for the Department in making recommendations on all personnel
matters, except as indicated in Article III, Sections E and F, below.

2. The Committee will propose personnel policies and procedures to be approved by a
majority of the voting members of the Department.

3. The Committee will advise the Chair in allocating the Department budget.

4. The Committee will assign mentors to all new staff, part-time and full-time, to orient new
staff to Departmental policies and procedures concerning course outlines, syllabi,
attendance, academic dishonesty, Course Teacher Evaluations, and peer observations.

5. The Committee will promptly inform the Department of its proceedings through the
distribution of minutes, except for deliberations concerning individuals, which will
remain confidential.

   Section D: Responsibilities of the Undergraduate Program Curriculum Committees

1. The Undergraduate Program Curriculum Committees will propose curriculum standards
and policies for individual Undergraduate English programs, to be approved by a majority
of the voting members of the Department who regularly teach in that program.

2. The Committees will advise the Chair regarding courses to be offered annually and will
approve the course schedules prepared by the chair or an administrative assistant. 
However, minor changes in the schedule involving part-time department members, or no
more than one full-time department member, may be made by the Chair in consultation
with the department member(s) involved if such changes must be made after the schedule
has been submitted to the Registrar.

3. The Committees will act for the Department in recommending to the Chair the addition
or deletion of individual undergraduate course descriptions after consultation with all
instructors likely to be affected. The entire department does not need to approve of a new
course proposal, alteration of an existing course, or deletion of a course from the catalog.
The committee's approval of such courses is taken to be the Department's approval, but
the committee must keep the department informed of all its decisions in the matters of
new courses. 
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4. The Committee will promptly inform the Department of its proceedings through the
distribution of minutes, except for deliberations concerning individuals, which will
remain confidential.

   Section E Responsibilities of the Graduate Committees

1. Each Committee will formulate and propose policies concerning its own English
Department graduate program and will oversee all related curricular issues.  Program
changes must be approved by a majority of the voting members of the Department who
regularly teach in that program.  

2. The Committees will make decisions concerning admission of candidates to their own
graduate programs.

3. The Committees will oversee all requirements within the program.

4.        The Committees will promptly inform the Department of their proceedings through the
distribution of minutes.

   Section F Responsibilities of the Scholarships Committee

1. The Committee will administer the provisions of established scholarships within the
Department where appropriate.

2. The Committee will make decisions concerning the recipients of said scholarships.

3. The Committee will promptly inform the Department of its proceedings through the
distribution of minutes.

   Section G Responsibilities of the Assessment Committee

1. The Department Assessment Committee, comprised of one member representing each of the
three programs, will meet at least once each semester but will accomplish most of its work in
subcommittees, one for each of the three programs housed in the English Department.  The sub-
committees will be comprised of all members who regularly teach in the particular program
represented by the committee.

a. AEN Assessment Sub Committee:  The AEN subcommittee of the Department
Assessment Committee will be responsible for administrating AEN program assessment
through such measures as teaching, electronic portfolios, and exit interviews.

b. ENG Assessment Sub Committee:  The ENG subcommittee of the Department
Assessment Committee will be responsible for administrating ENG program assessment
through such measures as assessment of portfolios, exit interviews and surveys. Majors
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submit  portfolios containing the best papers from each English course they have taken at
Cortland, accompanied by a reflective letter in which the writer describes his or her
intellectual growth as a student of literature, language and writing.

c. PWR Assessment Sub Committee:  The PWR subcommittee of the Department
Assessment Committee will be responsible for administrating PWR program assessment.
The PWR subcommittee will ensure the collection and assessment of portfolios for each
Professional Writing major. Professional Writing will use an Entrance Assessment, Exit
Survey, Portfolio, final presentation by Seniors, and annual faculty reflections on the
program to assess the Professional Writing major. Most of these assessment measures
will be embedded in PWR 295: Introduction to Professional Writing and PWR 497,
Senior Seminar in Professional Writing.

2. The various committees shall promptly inform the Department of their proceedings through
the distribution of meeting minutes.

Article III:   Administrative Assistants and Select Committees

   Section A: The Chair of the Department will be assisted in his or her duties by an Assistant
Chair/Director of Graduate Studies, a Coordinator of Secondary/Adolescence
English Education, a Director of Composition, and such other assistants as may be
required, one or more of whom should be responsible for directing advisement
and library acquisitions. As needed, the Chair shall propose to the Department the
name of an individual to fill by appointment the office of Assistant Chair/Director
of Graduate Studies along with any special compensation. Approval shall be by a
majority of the voting members of the Department. 

   Section B: In the event of the temporary absence or incapacity of both the Chair and the
Assistant Chair, the duties of the Chair will be assumed by the Chair of the
Personnel Committee.

   Section C: Any Administrative Assistant may cause to be formed a committee to assist in
administering the program under his or her jurisdiction.  Such committees must be
approved by a majority of the voting members of the Department.

   Section D: Ad-hoc committees may be formed by the Chair, by Personnel and Curriculum
Committees, or by the Department at large to meet the special needs of the
Department.

   Section E: A Part-Time Hiring Committee, composed of the Director of Composition, the
Chair of the Personnel Committee, and the Department Chair, will be responsible
for interviewing and recommending for initial hiring candidates for positions as
part-time Instructors in Composition.  However, Instructors in Composition may
be variously defined by the Administration, such as, Full-Time/Part-Time
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Lecturer, Visiting Instructor, Part-Time Lecturer, etc.  The Part-Time Hiring
Committee will be responsible for all hires until and unless these positions
become full-time, tenure-track positions, in which case a Search Committee will
be appointed as outlined in Section F, immediately below.

  Section F: When full-time (tenure-track) positions become available, advertisement,
evaluation of applications, preliminary interviewing, and formal recommendation
of the department’s final selection of candidates for hiring will be the responsi-
bility of a Search Committee.  The Search Committee will be appointed by the
Department Chair to reflect, as far as possible, the nature of the position.  It will
include members in the area of academic specialty, the Department Chair (as an
ex-officio member), and any other individuals designated by the Dean of Arts and
Sciences and/or the Affirmative Action Officer

   Section G: Administrative Assistants and others appointed and approved under the authority
of this article normally will begin their terms the first day of the fall semester
following elections and will end their terms the day prior to the first day of the fall
semester a year thence.

Article IV:   Department Membership, Meetings, and Voting

   Section A: Definitions

1. The members of the Department, for the purposes of this document, will be all those who
teach within the Department or are interviewed and recommended by the Personnel
Committee and are subsequently appointed to teaching positions.

2. The full voting members of the Department will be all those holding full-time
appointments within the Department, as defined by the Policies of the Board of Trustees.
In addition, Part-time Lecturers on Term Appointment, as well as full-time Visiting
Instructors on Term Appointment, are eligible to cast one-half vote each on matters
before the Department at meetings or in mail ballots, except that they may not vote on
personnel matters.

3. Members of the Department holding full-time appointments but not teaching, whether
because of sabbatical leave or leave of absence, will not be considered in determining the
number of voting members which constitute a majority unless they notify the Chair in
advance of any ballot of their intention to participate in Departmental deliberations.

4. At the beginning of each semester, the Chair will have published a list of members of the
Department showing the voting members and the members on sabbatical or leave.

   Section B: Departmental Meetings
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1. The Department will meet at the request of the Chair or of five voting members of the
Department.

2. A majority of the full voting members (that is, members holding full-time appointments
eligible for full voting privileges) constitutes a quorum for Department meetings.

3. The Chair or his or her representative will preside at Departmental meetings.

4. Elections conducted during Departmental meetings will be conducted by secret ballot.

5. The business of the Department will be conducted according to Robert’s Rules of
Order (Revised).

   Section C:  Departmental Review

1. Any member of the Department may formally question the authority, under this
Organizational Plan, for particular actions of the Chair, the administrative assistants, or
the Departmental committees.

2. Questions of jurisdiction will be submitted in writing to the Chair, citing the action and
grounds of the objection.  The Chair will promptly put the question to the Department at
large by calling a Department meeting or by issuing a mail ballot.

Article V:   Amendments

   Section A: Any officer, committee, or member of the Department may propose an
amendment to this Organizational Plan.

   Section B: Ratification

1. Copies of the proposed amendments will be distributed to the members of the Department
meeting at least two weeks before a Department meeting called to discuss the
amendment.  Each amendment will show the date it is to become effective, assuming
ratification.

2. A majority of the voting members of the Department voting by secret ballot is necessary
for ratification of proposed amendments.

Article VI:   Promulgation and Review

   Section A: It will be a responsibility of the Chair of the Department to distribute copies of
this Organizational Plan annually to all members of the Department, the Division
Dean, the Divisional Personnel Committee, the Vice-President for Academic
Affairs, and the President of the College.
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   Section B: This Organizational Plan will be reviewed periodically by the Personnel
Committee and submitted to the Department to be revised or reaffirmed through
secret ballot,  by a majority of the voting members as defined by Board of
Trustees and Faculty By-Laws.

   Section C: The Policies and Procedures contained in this Organizational Plan were originally
approved by a majority of the Department on  26 May, 1976.  Amended 8 April
1978.  Amended 9 March 1979.  Amended 19 October, 1979.  Amended 9
November, 1979.  Amended 8 February, 1980.  Amended 2 December, 1988. 
Amended 8 May, 1989.  Amended 9 September, 1991.  Amended 13 November,
1991. A Redrafted Organizational Plan was submitted for ratification August
2001.  Ratified October 2004.  Amended 10 May 2005. Amended 23 October
2006. Amended May 2 and ratified, May 14, 2007.  Amended April 23, 2008;
Ratified 

 

CHAPTER TWO:  PERSONNEL PROCEDURES

   Section A: Personnel Committee: Responsibilities, Meetings, Procedures

In accordance with the Organizational Plan of the English Department, the Department will
maintain a Personnel Committee as a standing committee to deal with appointments,
reappointments, continuing appointment, promotions, merit increments and other salary
adjustments, sabbatical leaves, and leaves of absence.  Provisions for the election and
composition of the Personnel Committee may be found in Article II (Standing Committees) of
Chapter One of this Organizational Plan, above.

   PERSONNEL COMMITTEE FILES

1. The Chair of the Personnel Committee will ensure that all members of the Department
have the latest copy of this Organizational Plan, which contains the Procedures for
Evaluations, before evaluations begin.

2. Each individual's personnel file is open to the individual at any time and all materials
relevant to any personnel action or consideration will be in that file.

3. It is the responsibility of the individual member of the Department to update his or her
personnel file with any new material that may appropriately further his or her own
interests.  In listing activities and scholarly accomplishments in his or her departmental
file, the candidate will adhere to the Code of Ethics, described in Chapter 220.09 of the
College Handbook, and give credit where it is due.
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4. A member of the Department may petition for the removal of any item in his or her
departmental file or the dossier created by a candidate for promotion, reappointment, or
continuing appointment. The Personnel Committee will consider such requests and act
upon them with all possible speed.  If the request is for the removal of a document to
which one or more names are attached as author or authors, these persons may be
consulted by the Personnel Committee at the time of the consideration of the request. 
The person involved has the right to appear during the deliberations.  The individual may
append information he or she considers pertinent and significant to any item in his or her
file.

   PERSONNEL COMMITTEE DUE PROCESS

5. These Policies and Procedures guarantee the essential right of due process.  The term
"right of due process" is used here to mean a system of clear, orderly procedures in which
full disclosure is made of basic decisions and the specific reasons for those decisions at
every stage of the process.  Personnel decisions made under the Policies and Procedures
detailed herein are intended to serve the best interest of the University by providing the
President with the maximum amount of information with which to make decisions, while
at the same time protecting the basic rights of the individual faculty member by assuring a
fair hearing on those matters relating to professional life.  It is considered essential that
the Personnel Committee provide specific reasons why a colleague should be
reappointed, given continuing appointment, or promoted rather than merely ask if reasons
exist why he or she should not be reappointed, given continuing appointment, or
promoted.  The success of any system of evaluation depends upon the willingness of both
faculty and administrators to be candid, objective, and fair in the performance of their
responsibilities.  Only if this occurs can the best interest of the University be served.

6. Recommendations on personnel matters, including continuing appointment, renewal of
term appointment, and promotion will be based on:

a. the overall official record of the candidate's training, teaching, and other relevant
experience and achievement in his or her academic field and related areas, with
the most recent materials given special weight.  The Personnel Committee's
evaluation of teaching must include Classroom Observation Reports, and student
Course Teacher Evaluations (or Visitation Team reports in the case of exemptions
from the CTE requirement, as provided by the Faculty Senate and the Committee
on Teaching Effectiveness) for all courses, including all tallied results and all
transcribed student comments..  Full description of the policies and procedures for
such materials may be found below.  Once tallied and transcribed, evaluation
results may be reviewed for accuracy by a colleague of the candidate.  After
accuracy has been established, the raw data will be destroyed by the Department
secretary at the direction of the Chair, and the results will be included in the
faculty member's personnel file;
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b. service to the College and to the profession while at Cortland;

c. and in the case of promotion, on criteria for rank-to-rank promotion approved by
the Faculty Senate.  The existing criteria for promotion will be in effect until the
Senate approves new criteria.

7. A recommendation against continuing appointment, renewal of term appointment, or
promotion will be based mainly on grounds which bear upon the candidate's
responsibilities or performance during his or her time at Cortland.

8. A candidate for reappointment, continuing appointment, or promotion will be kept fully
informed of all materials being used in the evaluation and be given opportunities to reply
to them at all stages of the evaluation process.  He or she will have free access to
departmental and school files at all times. Each academic faculty member will be
responsible for seeing to it that materials are placed in his or her Personnel File.  The
Personnel File will be maintained in Accordance with Art. 31 of the Agreement between
United University Professions and the State of New York.  The Department Chair and
members of personnel committees will not use private, secret files in the personnel
process.

The Department Chair and the Personnel Committee will function as independent
evaluators.  The Chair will not be present during any portion of the Personnel
Committee’s deliberations on the continuing appointment, renewal, or promotion of a
member of the Department. Both will make their decisions in accordance with the highest
professional and academic principles, free from administrative pressure.

9. Nothing will be used in making personnel decisions that is not available to the candidate. 

   PERSONNEL COMMITTEE CLASSROOM OBSERVATIONS

10. The observer and the staff member will meet before class time in order to discuss what
the instructor plans for that particular class, what background the class has already had
relevant to that day's lesson, and what purpose the instructor is hoping to accomplish.  

11. After the observation, the observer will not discuss the class with the instructor.  The
instructor will not press the observer for an opinion about the class before the observer
has written an observation report, using the Departmentally-adopted Classroom
Observation Report form, a copy of which is attached in the Appendix, below. 

12. The observer will give a copy of her report to the instructor and arrange a time to discuss
that report.  After the discussion, the observer has the option to revise the report if such
revision seems warranted.  The final observation report will be forwarded to the Chair of
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the Personnel Committee with a copy going to the instructor and to the instructor’s
department personnel file. 

13. If the observation report is largely unfavorable the observer will say so explicitly in her
report, so that the Personnel Committee can arrange a second observation by a different
observer.

14. If the staff member being observed is dissatisfied with the results of a classroom
observation, he  may request a second observation by a different observer regardless of
the judgment of the first observer.

   PERSONNEL COMMITTEE DECISIONS REGARDING REAPPOINTMENT,        
PROMOTION, AND CONTINUING APPOINTMENT

15. The Chair of the Personnel Committee will apprise in writing all members of the
Department at least two weeks in advance of its impending deliberations to give such
department members time to update their files.

16.      The candidate has the right and is, indeed, encouraged to submit whatever evidence
available in addition to that already in her file, as well as to invite members of the faculty
or experts in her field or former students to speak for her at the review.  A candidate for a
change of status will be kept fully informed of all materials being used in the evaluation
and be given opportunities to reply to them at all stages of the evaluation process.

17. Shortly before each scheduled interview, the Committee will meet to discuss each
personnel file, including the information added since the last evaluation.

18. In all such discussions, the Committee will give due regard to the candidate's Course
Teacher Evaluations or Visitation Team reports.  Decisions will be made by majority vote
no sooner than twenty-four (24) hours and not later than one week after the close of
Committee discussion to permit each Committee member judicious consideration of all
factors pertinent to her own decision.  Committee decisions on continuing appointment,
contract renewal, and promotions will be by secret written ballot.

19. Whenever the Committee operates under a rule of secrecy, Committee members will not
discuss outside of a Committee meeting, a candidate or his case with anyone not serving
on the Committee, until the Committee has voted on the candidate.  However,  the
Committee Chair may discuss outside of a Committee meeting a candidate's case with
persons not on the Committee, but she does so only at the specific direction of the
Committee and in accordance with these Policies and Procedures.

20. Once the Committee has voted on a candidate, Committee members may testify about a
candidate's case before a personnel review committee, and they may discuss a candidate's
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case with a department chair, an administrator, or a grievance official.  However, they
must not discuss a candidate's case with anyone not involved in the personnel process.

21. The candidate who is a member of the Committee,  will abstain from deliberation and
voting on his own case in matters pertaining to continuing appointment, contract renewal,
promotions, sabbatical leave, leaves of absence, and merit increments.

22. Candidates will refrain from exerting pressure on  the Department Chair and Personnel
Committee members.  Similarly, faculty members must not exert pressure on Department
Chair and Personnel Committee members on behalf of colleagues, nor should the Chair
exert pressure on Personnel Committee members individually or collectively.

23. The Chair of the Committee will be responsible for informing each candidate in writing
of the results of the deliberations affecting her within forty-eight (48) hours.  This
document will state the exact recommendation, the specific reason(s) for it, and the
numerical record of the vote.  Copies of this statement will be submitted to the candidate
and to the Department Chair.

24. Reports of Committee recommendations will be published to the Department at large to
the degree consistent with respect for individual confidentiality--specifically,
recommendations for continuing appointment, promotion, merit increments, and salary
adjustments are matters of departmental record and will be reported to the Department. 
The Chair of the Personnel Committee will submit in writing, to the Department Chair,
with copies to the Dean of the School and the Divisional Personnel Committee, the
Committee recommendations on continuing appointments, renewal of term appointments,
and promotion, together with the principal reasons for them. The Chair of the Personnel
Committee will follow the same procedure for recommendations on Discretionary Salary
Increase increments and other salary adjustments unless separate guidelines are issued.

25. Before preparing  independent personnel recommendations, the Chair of the Department
will advise, in writing, candidates for continuing appointment, renewal of term
appointment, or promotion of these impending deliberations, and give Department
members a reasonable time to update their files.  The Chair of the Department will submit
recommendations on continuing appointment or renewal of appointment, with principal
reasons for it, to the Dean of the Division and the School Personnel Committee.  When
the Chair receives recommendations from the Departmental Personnel Committee on
promotions, he will affix his recommendation and the reasons, to the candidates'
materials and forward them to the Chair of the School Personnel Committee.  In both of
the preceding cases, the Chair of the Department will--at the time of submission of  her
recommendations--inform the candidate and the Departmental Personnel Committee in
writing of the recommendation and the principal reasons for it.

26.       It is the right of any faculty member to submit a self-recommendation for promotion,
accompanied by supporting evidence, directly to the appropriate Chair of the sub-school or
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School Personnel Committee, with a copy to the Departmental Personnel Committee. The
Departmental Committee, after deliberation, will forward its recommendation to the
Department Chair. Both the Chair of the Departmental Personnel Committee and the
Department Chair will provide copies of each recommendation and the specific reasons for
it to the candidate. Thereafter, the self-recommendation will follow the same procedures as
all other recommendations for promotion.

    
27. Any faculty member having questions regarding the review process will take them to the

appropriate department chair and/or personnel committee chair for resolution.  Should
these questions remain unresolved, the faculty member may request assistance from the
Faculty Affairs Committee.

   Section B: Eligibility for Renewal of Term and Continuing Appointment

The Department will recommend its members for renewal of appointment in accordance with
current Policies of the Board of Trustees and in accordance with the current College Handbook. 
While candidates should consult the College Handbook for full information, a summary of the
criteria for eligibility for continuing appointment follows:

a. Continuing appointment as Professor or Associate professor may be given by the
Chancellor on initial appointment or thereafter.  Candidates who are eligible for
continuing appointment will be notified of the timetable for submitting materials
by the Personnel Committee during the fall semester.

b. According to the Policies of the Board of Trustees, after completion of seven years
of service at the rank of Assistant Professor or Instructor, further employment must
be on the basis of

 continuing appointment.  In general, a decision about tenure will be made before
the candidates’ seventh year of service if they entered at the junior rank.  If the
candidate was hired at the associate or full professor level, or the candidate
received prior service credit, the process is reduced to three years.  Section 3(d) (2)
defines prior service credit toward continuing appointment.  Section 3(d) (2) states
that periods of leaves of absence at partial salary or without salary and periods of
part-time service will not be included in computing consecutive years of service for
the purposes of appointment or reappointment.  Term renewals are generally made
for periods of one to two years.  

c. Instructors may be eligible for reappointment if they have completed the master's
degree or all of the course work toward the doctorate or other programs appropriate
to the assignment, and have shown evidence of effective teaching when judged by
their students or colleagues.  If a lecturer’s evaluation for renewal records
deficiencies in CDEs, CTEs, or classroom observations, the Personnel Committee
will send the lecturer a memorandum stating the deficiencies and requiring that
steps be taken to improve the lecturer’s compliance before the next evaluation.  
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Lecturers who have successfully completed six (6) semesters are eligible for
renewal of contract without annual review.

d. Candidates at the rank of assistant and associate professor must meet the criteria
for eligibility (as specified in the two policy statements cited in the first paragraph
above), and show evidence that they are meeting University and College criteria to
qualify them for promotion.  (See Section D, below.)

e. Candidates for renewal at the rank of professor must meet University and College
criteria for eligibility and must demonstrate continuing effectiveness in scholarship
or creative ability, teaching, and service.

f. The English Department will recommend for continuing appointment only those
who have completed the Ph.D. degree or other programs appropriate to the
assignment and who have given promise of those qualities that will merit eventual
promotion.  The Personnel Committee assumes that for the majority of
recommendations the above criteria will prove sufficient.  The Committee realizes,
however, that exceptions to standard criteria do exist, both in the area of
professional preparation and professional contribution.  Consideration for such
exceptional cases is essential.

   Section C:  Procedures for Continuing Appointment and Renewal of Term Appointment for        
               Full-Time, Tenure Track Faculty

It is the responsibility of the Chair of the English Department to inform the Department members
of the time period, set by the Dean of the School, when consideration of persons seeking
continuing appointment and renewal of term appointments is impending.  Note: For renewal
and promotion, the College requires candidates to submit a piece of writing that reflects upon their
development and identity as teachers and scholars.

1. It is the responsibility of candidates seeking continuing appointment and renewal of term
to prepare a personnel dossier for consideration of personnel action.  The Department
requires the “Information Form" (see Appendix) as the form for presentation of data. 
Supporting materials may be submitted in the blue binders provided for each Department
member, which establishes a standard organization of materials.  In addition to the
mandatory submission of Course-Teacher Evaluations (CTEs), and Classroom
Observation Reports, (observations must be arranged at least once per academic year as a
requirement for renewal of contract), individuals may include in the binder any supporting
materials (letters and notes from students, “Congratulation” cards from Career Services,
evidence of innovative teaching methods or materials, syllabi and course materials,
evidence of activities related to teaching, etc.)  that the candidate deems appropriate. 
Individuals should include with the blue binder any supporting materials (books, off-prints
of publications and other such materials) as the candidate deems appropriate.  These
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materials will be deposited in the X drawer in the English office in order that Personnel
Committee members may familiarize themselves with the materials.

2.  The Personnel Committee will inform the candidate in writing at least a week in advance
of the day and time for discussion of that candidate’s application for personnel action.  The
candidate will have the right to meet with the Committee to discuss his or her candidacy.
The candidate will not feel in any way coerced to meet or not to meet with the Committee. 
The Committee will deliberate and discuss each candidate’s possible nomination for
personnel action. 

3.  The Personnel Committee will recommend or fail to recommend an individual for
appropriate personnel action.  Once a recommendation is made and seconded, a written
ballot will be prepared for each candidate for the appropriate action.  After twenty-four
(24) hours, the Personnel Committee members will vote. 

4. The Chair of the Personnel Committee, accompanied by at least one other member of the
Personnel Committee, will open the ballot box and count the ballots for recommendation. 
In the event of a positive vote, the Personnel Committee Chair will recommend to the
Chair of the Department, in writing, the appropriate personnel action determined by the
Committee, accompanied by a brief statement of support.  In the event of a negative vote, 
the Personnel Committee will authorize the Chair of the Personnel Committee to speak for
the Committee in explaining in writing to the candidate the reasons for the Committee’s
failure to recommend.  The Committee has no further responsibility for that nomination,
though the individual may go on to self-recommend for personnel action, as provided in
Section A of Chapter Two of the Department’s Organization Plan.

5. The Chair of the Department, after receiving the Personnel Committee’s recommendation,
will make an independent judgment as to the candidate’s qualifications for personnel
action.  The Chair will make a recommendation in writing, either supporting or failing to
support the nomination for personnel action.  The candidate will have the right during the
review process to respond in writing to the recommendation of the Personnel Committee
or the Chair and to include such response in the dossier (blue binder).  The Chair will
forward the candidate’s materials, the Personnel Committee’s recommendation, and the
Chair’s recommendation to the School of Arts and Sciences Personnel Committee for the
Dean’s consideration and recommendation.  A copy of the Chair’s recommendation will
be provided to the candidate concurrent with sending the nomination forward.  The Dean
will make a recommendation to the Provost, who will make a recommendation to the
President.  The date stated in the College Handbook for notification by the President to the
candidate is May 1.

6. A sample “Information Form:  Renewal of Term and Continuing Appointment for Full
Time Lecturers” is attached.
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   Section D:  Procedures for Renewal of Term Appointment for Non-Tenure Track Full-time         
              Lecturers

It is the responsibility of the Chair of the English Department to inform the Department members
of the period, set by the Dean of the School, when consideration of person seeking renewal of
term appointments is impending. 

1. It is the responsibility of persons seeking renewal of term appointment to prepare a
personnel dossier for consideration of personnel action.  The department requires
the”Information Form for Full-time Lecturers” as the form for presentation of data.
Supporting materials may be submitted in the blue binders provided for each department
member, which establishes a standard organization of materials.  In addition to the
mandatory submission of Course-Teacher Evaluations (CTEs), and Classroom
Observation Reports, (observations must be arranged at least once per academic year as a
requirement for renewal of contract), individuals may include in the binder any supporting
materials (letters and notes from students, “Congratulation” cards from Career Services,
evidence of innovative teaching methods or materials, syllabi and course materials,
evidence of activities related to teaching, etc.)  that the candidate deems appropriate. 
These materials will be deposited in the X drawer in the English Department office so that
Personnel Committee members may familiarize themselves with the materials.

2. The Personnel Committee will inform the candidate in writing at least a week in advance
of the day and time for discussion of that candidate’s application for personnel action.  The
candidate will have the right to meet with the Committee to discuss his or her candidacy.
The candidate will not feel in any way coerced to meet or not to meet with the Committee. 
The Committee will deliberate and discuss each candidate’s possible nomination for
personnel action.  The discussion will be confined to the candidate’s teaching record.  A
candidate will not be judged in competition with other candidates for personnel action,
either at the time of, or prior to, the candidate’s application.

3. The Personnel Committee will recommend or fail to recommend an individual for
appropriate personnel action.  Once a recommendation is made and seconded, a written
ballot will be prepared for each candidate for the appropriate action.  After twenty-four
(24) hours, the Personnel Committee members will vote.  

4. The Chair of the Personnel Committee, accompanied by at least one other member of the
Personnel Committee, will open the ballot box and count the ballots for recommendation. 
In the event of a positive vote, the Personnel Committee Chair will recommend to the
Chair of the Department, in writing, the appropriate personnel action determined by the
Committee, accompanied by a brief statement of support.  In the event of a negative vote, 
the Personnel Committee will authorize the Chair of the Personnel Committee to speak for
the Committee in explaining in writing to the candidate the reasons for the Committee’s
failure to recommend.  The Committee has no further responsibility for that nomination,
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though the individual may go on to self-recommend for personnel action, as provided in
Section A of Chapter Two of the Department’s Organizational Plan.

5. The Chair of the Department, after receiving the Personnel Committee’s recommendation,
will make an independent judgment as to the candidate’s qualifications for personnel
action.  The Chair will make a recommendation in writing, either supporting or failing to
support the nomination for personnel action.  The candidate will have the right during the
review process to respond in writing to the recommendation of the Personnel Committee
or the Chair and to include such response in the dossier (blue binder).  The Chair will
forward the candidate’s materials, the Personnel Committee’s recommendation, and the
Chair’s recommendation to the Full-time Lecturers’ Peer Review Group, who will in turn
make a recommendation to the Dean of the School of Arts and Sciences for the Dean’s
consideration and recommendation.  A copy of the Chair’s recommendation will be
provided to the candidate concurrent with sending the nomination forward.  The Dean will
make a recommendation to the Provost, who will make a recommendation to the
President.  The date stated in the College Handbook for notification by the President to the
candidate is May 1.

6. A sample “Information Form:  Renewal of Term Appointment for Full Time Lecturers” is
attached.

7. Full-time Lecturers will be subject to the criteria described in the Department’s
Organizational Plan under Section A, “Personnel Committee Evaluations,” nos. 15-24,
except that under nos. 25, 26, and 27, recommendations will be forwarded to the Full-Time
Lecturers’ Peer Review Group, rather than to the School Personnel Committee.

8. Policy for Retrenchment of Part-Time Faculty:  When class sections are reduced and
reduction in part-time faculty is suddenly required, those hired last will be released first. 
That is, the order of release will be the inverse of the order of hiring.

   Section E: Criteria for Promotion

1. The English Department will recommend its members for promotion in accordance with
Article XII of the current Policies of the Board of Trustees.  Prior to making promotions or
recommendation to the Chancellor for promotion in rank of academic employees, the
campus President will review the recommendations of appropriate staff committees
established for such a purpose.  Such committees, in making their recommendations, will
be guided by the best interests of the University.  Among the qualities to which such
committees should give consideration are:

a. Mastery of subject matter--as demonstrated by such things as advanced degrees,
licenses, honors, awards, demonstrated advances in computer technology, and
reputation in the subject matter field.
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b. Effectiveness in teaching--as demonstrated by such things as Course-Teacher
Evaluations, judgment of colleagues, development of teaching materials or new
subject matter field,  incorporation of instructional  technology, contribution to the
arts, publications, and reputation among colleagues.

c. Scholarly ability--as demonstrated by such things as success in developing and
carrying out significant research work in the subject matter field, contribution to the
arts, publications (both traditional and electronic), and reputation among colleagues.

d. Effectiveness of University service--as demonstrated by such things as successful
committee work, promotion of computer-based technological advances,
participation in local and University governance, administrative work, and work
with students or community beyond formal teacher-student relationships.

e. Continuing growth--as demonstrated by such things as readings, research, mastery
of computer technology,  or other activities to keep abreast of current developments
in his or her fields, as well as by being able successfully to handle increased
responsibility.

2. The Committee assumes that for the majority of recommendations the formal structure of
the following criteria will prove sufficient.  The Committee realizes, however, that
exceptions to standard criteria do exist, both in the area of professional preparation and
professional contribution.   In short, the English Department does not demand that a
candidate for continuing appointment or promotion must demonstrate equal strengths in the
three areas of teaching, scholarship, and service.

Instead, an exceptional record in one area has always been allowed to compensate for a
less-than-excellent record in another. Consideration for such exceptional cases is essential. 
Within these criteria, the Department will generally expect candidates to achieve the
following minima for each rank.

3. Criteria for the rank of Assistant Professor will include:

a. A demonstrated ability to  (i) organize and carry out courses of instruction in a
manner that is intellectually sound and effective in terms of student learning, and
(ii) to assume a broad range of professional responsibilities for the educational
development of students;

b. a demonstrated ability to undertake a potentially productive program of intellectual
inquiry, research, or creative work (the completion of the doctorate will normally
satisfy this criterion);



Page 24

c. A demonstrated willingness to accept and discharge service responsibilities within
the Department or the College.

4. Criteria for the rank of Associate Professor will include:

a. A demonstrated and continuing ability (i) to develop areas of instruction in a
manner that is intellectually sound and effective in terms of student learning, and
(ii) to discharge in an effective manner a broad range of professional responsibilities
for the educational development of students;

b. A demonstrated ability to undertake and successfully carry out a productive program
of intellectual inquiry, research, or creative work and to do so with a degree of
intellectual or creative excellence;

c. A demonstrated willingness and ability to assume and discharge in a productive
manner service responsibilities within the Department and the College.

5. Criteria for the rank of Professor will include:

a. A demonstrated and continuing ability (i) to develop areas of instruction in a
manner that is intellectually excellent and significantly effective in terms of student
learning, and (ii) to make a substantial contribution to the educational development
of students;

b. A demonstrated and continuing ability to undertake and successfully carry out a
serious and productive program of intellectual inquiry, research, or creative work
and to do so in a way that makes a contribution to the intellectual, scholarly, or
artistic community;

c. A demonstrated and continuing service to the Department and the College or
University in a manner that makes a significant contribution to the overall
excellence of the institution.

Note: for Advancement of Full-Time, Non-Tenure Track Lecturers: See section 220.07 or
its equivalent in current College Hand b  o  o  k  .      

  Section F: Search Committee Procedures

Members of the department who serve on a Search Committee should familiarize themselves with
Affirmative Action and College Handbook directives (220.03) concerning searches. Search
Committee procedures should embody the principle of fair and equitable evaluation of each
candidate who applies for a position in the English Department.  Furthermore, each candidate must
be extended every reasonable courtesy during any interaction between representatives of the
Department and the candidate.  Finally, the confidentiality of each candidate's application must be



Page 25

protected.  Protection of the candidate's rights requires that any evidence offered in evaluation of a
candidate must be presented in a way that allows all members of the Search Committee equal
access to the source of the information.  To eliminate any potential conflict of interest, no faculty
member who has been denied continuing appointment may participate in any departmental search.

In order to retain the right to vote on a candidate, members of the department must have read the
candidates’ dossiers and have attended/participated in the following search procedures:

a) the classroom or faculty presentation or formal on-campus interview by the
candidate (two of the above three events, to be determined by the search committee,
will be scheduled for each candidate)
b) an informal event--a meal or campus or community tour with the candidate, an
informal event specifically designed to provide faculty with access to the candidate,
or transporting the candidate to or from the airport--as specified on the candidate’s
itinerary.

A list of voting members will be drawn up by the Chair of the Search Committee who will verify
participation in the search to the extent outlined above.

1. A short list of candidates will be compiled from all applicants’ dossiers based solely on the
information contained in the dossiers.  From this short list, interviews will be arranged
between the candidate and a member (or preferably two members when funding permits) of
the Department.  Tape recordings of all interviews may be made.

2.        After the candidate interviews have been discussed, the committee shall select by
consensus, the top two candidates to be invited to the Department for a final evaluation. 
From the remaining candidates, the committee will confidentially rank two alternates
should either or both of the first two candidates decline.

CANDIDATES’ DEPARTMENTAL INTERVIEWS

3. The Search Committee will arrange for all aspects of hospitality during the candidate’s visit
(i.e., transportation to and from airports, escort throughout their time on campus, meals,
campus tour, and so forth).  The on-campus visits will involve scheduling the candidate’s
time to meet with members of the administration as well as member of the Department. 

4. Candidates will also be informed in advance of the expectation that they will engage in two
formal events, chosen by the search committee from the following three possibilities: 

           a classroom presentation, a faculty presentation, a formal on-campus interview.  All
candidates brought to campus will make the same two kinds of presentation of the same
type and length.  In the case that candidates teach a class, both candidates will teach the
same course and the faculty will attend as observers only, unless the candidate explicitly
invites them to participate.  During the final ten minutes of each class, the students in the
class may be asked to evaluate the candidates’ presentation as long as such evaluation is
sought for all candidates.  Copies of these evaluations will be made available to those who
will be voting on the candidate. If an on-campus interview is chosen as one of the formal
events, members of the search committee will ask the same set of core questions of each
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candidate.  Members of the faculty at large may suggest questions to the search committee
which they would like both candidates to address.  Follow-up questions, clarifying
questions, and questions specific to a candidate’s credentials are also appropriate

5.        After the last candidate has left campus, those desiring to discuss the candidates may do so
at an optional meeting to be held no later than the first available common hour after the
candidate’s departure.  Those desiring such a meeting should publicize the time and place
of the meeting at the time that the second candidate’s itinerary is made public.  

 6.       As soon as the last candidate has left campus, a list of faculty members eligible to vote on
the candidates will be distributed.  The chair will refrain from ranking candidates unless a
vote is needed to break a tie between two candidates (see #7 below). No sooner than
twenty-four hours after the last candidate has left or twenty-four hours after the optional
meeting if the latter was pre-scheduled, whichever comes first, eligible faculty will vote
using a secret, written ballot indicating the following:  

Candidate A   ____________ Acceptable
                      ____________ Unacceptable

Candidate B   ____________ Acceptable 
           ___________ Unacceptable

Preferred Ranking of Candidates: First choice candidate____________________________
                                                      Second choice candidate__________________________

7.         At least seventy-two hours after the candidate has left, the Chair of the Department, in the
presence of the Dean’s secretary, will open the ballot box and tally the votes.  The position
will be offered first to the candidate who is found both to be acceptable to two-thirds of
those who voted and who receives the highest number of first place rankings.   In the event
of a tie, the Chair will cast an additional ballot to break the tie.  Without reporting the
actual tallies, the chair will inform the department of  which candidates were found
acceptable and which candidate has received the highest number of first place rankings. 
Any candidate who is found acceptable by two-thirds of those who have voted will be
considered eligible for the position even if he or she does not receive a majority of first
place rankings.  Thus, if the first-placed candidate declines the position, the position will
then be offered to the remaining candidate, provided that candidate was found to be
acceptable by two-thirds of those who voted. 

8. The name of the candidate with the highest number of first place rankings will be
transmitted to the entire Department and subsequently to the Dean without the tallies.
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CHAPTER THREE:   DISCRETIONARY SALARY INCREASE CRITERIA 
AND PROCEDURES

   Section A: General Policies

Discretionary Salary Increases (DSI) are awarded for that service which is considered
"meritorious," i.e., achievement defined as performance within the Department, College,
University, profession, or community that contributes in a significant measure to the
educational process.  Hence the shorthand term "Merit."

When the Department Personnel Committee is asked to make recommendations for DSI,
the Committee will follow criteria established by the College, or in the absence of such
criteria, will employ the Board of Trustees' criteria for promotion.  Unless directed
otherwise by the President of the College or the Faculty Senate, the Committee generally
will give priority to those individuals with records of new achievements that  have not
already been adequately compensated with reduced teaching load or salary increases.  A
record of achievements of several kinds will enhance an individual's chances to be
recommended for DSI, but an achievement in any one category which the Committee
deems outstanding may be in itself an occasion for a salary increase.

The Personnel Committee will evaluate all DSI applications and rank them by awarding
between zero and thirty points to each one according to the following criteria (established
by the Faculty Senate in 1979):

1. Effectiveness in Teaching (10 pts. / 33 1/3%)

Teaching effectiveness can be demonstrated by such things as judgment of colleagues, 
development of teaching materials or new courses, integration of instructional technology,
and student reactions as determined from surveys, interviews, and classroom observations,
including data from CTEs, or having received a teaching award.

The Committee requires applicants to supply CTEs for all courses taught during the period
under consideration for DSI--typically an academic year. CTEs must include all tallied 
results and all transcribed student comments. (It is understood that, on occasion, 
documentation for a class may be missing, but a good faith effort to meet this criterion is a
professional obligation.)  In addition, applicants may provide peer observation reports, 
syllabi, and other appropriate materials for courses they have developed, worked up for the
first time, or changed extensively.  The applicant will decide which of these additional 
materials to include in the DSI folder. 

2. Scholarly or Creative Work and Mastery of Subject Matter (10 pts. / 33 1/3%)

a. Scholarly or Creative Work 
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Meritorious performance can be demonstrated by such things as success in
developing and carrying out significant research work in the subject matter field,
contributions to the arts, publications (both traditional and electronic), research in
and applications of new media and computer technology, presentations of papers at
conferences, participation in panel discussions, or chairing conference sessions. 

In this category, the Committee expects applicants to supply supporting evidence by
listing publications by date of publication, (see Section B, paragraph 4 below), and
live performances (readings of papers or creative work, performance of plays,
participation in panel discussion) by date of presentation.

b. Mastery of Subject Matter

Merit claims in this category can be based on such things as advanced degrees,
licenses, honors, awards, grants, and reputation in the subject matter field.

In this category, the Committee expects applicants to list by dates such things as
honors, awards (with dollar amounts), publications mentioning their work, website
management, invitations to give readings or referee the work of others, or letters of
commendation.

3. Service/Continuing Professional Growth (10pts. / 33 1/3%)

a. Service

Meritorious performance can be demonstrated by such things as successful
committee work, contributing to the department, school, or College web sites,
promoting of computer-based technological advances, participating in local and
University governance, administrative work,  work with students or community
beyond formal teacher-student relationships, directing conferences, holding faculty
workshops, etc.

In this category, the Committee expects applicants to list titles of administrative
positions, names of committees and number of meetings per semester, or dates and
time spent on community service.

b. Continuing Professional Growth

Merit claims in this category can be based on such things as reading, research, or
other activities to keep abreast of current developments in one's field or
demonstrated ability to handle increased responsibility. In this category, the
Committee expects applicants to supply documentation of research or creative work
in progress, attendance at conferences, or success in handling increased
responsibilities



Page 29

4.     Academic Advisement:  The Personnel Committee does not have the means of 
evaluating applicants' performance as advisors and therefore leaves it to the             
Department Chair to determine meritorious performance in this category.

   Section B: General Procedures

1.  The faculty member will prepare a DSI application using the same format as is used         
 for the annual report (a sample form may be found in the Appendix, below).  Therefore, by
preparing an annual report each May, every faculty member will have  also prepared an
application for DSI whether the member decides to apply or not.  Each application for DSI
will be first discussed by the Personnel Committee as a whole, with special attention to the
placement of each achievement into its proper category of the criteria listed in Section A
above.  Each member of the Committee will then award merit points to individual
applicants according to the formula given  immediately below, in the form of a mail
"ballot," with no member of the Committee  voting on his or her own application.  Points
will then be added, and, after any further discussion called for, the totals will be used to
rank applicants.

2.     The Committee, in awarding merit points, will work on the basis of a thirty-point         
system, as follows: 

   (1) Scholarly and Creative Ability; Mastery of Subject Matter . . . . . . . . . . . . .   10 points
   (2) Effectiveness in Teaching . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  10 points
   (3) Effectiveness of University Service and Continuing Professional Growth . . . 10 points

For remarkable achievement in any category, Committee members may scrap the ten-point
maximum, but also in no case will they award more than thirty points in total. (See Merit
Score Worksheet in the Appendix.)

3. Merit points will not be given for service otherwise recompensed.  For example, if release
time is given for holding the Assistant Chair position, holding that office will not be the
basis for granting merit points unless there is support for meritorious service in discharging
that office.  Department members on sabbatical are expected to pursue activities related to
their professional advancement and expertise, but an outstanding record of accomplishment
during a sabbatical leave might be the basis of awarding merit points.

4. Merit points will not be given twice for the same achievement.  However, if the applicant
receives no DSI award, the publication of the article may be litsed in a subsequent DSI
period. 

Under the heading “Scholarly and Creative Ability; Mastery of Subject Matter,” writers of
annual reports and applicants for DSI should list their published work by date of
publication.  Example: if Such and Such is not yet published, do not list it on the 2000-01
application for DSI under “Scholarly and Creative Ability: Mastery of Subject Matter
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Scholarship”; instead list it under “Effectiveness of University Service and Continuing
Professional Growth.”  However, you should list Such and Such under “Scholarly and
Creative Ability: Mastery of Subject Matter” in your 2001-02 application for DSI if the
book has been published. Under the heading of “Scholarly and Creative Ability: Mastery of
Subject Matter”  you may list Such and Such only once for DSI credit.

Furthermore, applicants should place under the category “Effectiveness of University
Service and Continuing Professional Growth” only works in progress, not works that have
already been presented or published. Work that has been completed and already presented.
or published falls under “Scholarly and Creative Ability: Mastery of Subject Matter
Scholarship.”  Example: on the 2000-01 application for DSI, you would list the following
under “Effectiveness of University Service and Continuing Professional Growth.”: “Article
‘Such and Such’ accepted for publication in 2000" or “’Such and Such’ Paper accepted for
X conference in 2002.”

The Personnel Committee requires that applicants attach, to the current DSI application, the
summary sheets from the previous three (3) successful DSI award applications.

5. Applicants must submit all CTEs for the merit period to earn merit points  for Effective
Teaching. 

6.        Seasoned teachers should not be given merit points for expected, competent teaching of
familiar courses.  DSI awards are given for special achievement.  While not ignoring claims
based on other courses, the Committee will, therefore, give particular attention to and credit
for:      Demonstrated success in teaching new or significantly revised courses;

Devising new courses, programs, or sections of programs;
Demonstrated success in teaching by new faculty ;
Demonstrated success in teaching required courses as opposed to elective

(often advanced) courses;
Demonstrated success in teaching courses which an instructor has not used to

make DSI claims in the past;
Marked improvement in an instructor's teaching.
Earning teaching awards

7. The Committee would like, if possible, to have carefully selected materials supporting
claims for DSI on the basis of Effective Teaching, in addition to CTEs and CDEs.  Such
materials might include the following:

Unsolicited letters from students, alumni, or alumnae.
Colleague observations (appropriate for tenured as well as untenured Department

members).

8.  After balloting, the Personnel Committee will  submit recommended ranking to the
Department Chair (a sample rating sheet may be found in the Appendix, below), together
with a brief summary of the applicant’s achievements.  The final order of applicants is the
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Chair's responsibility.  The Chair will provide a copy of the recommendation to all
Department members.  Access to the summary sheets and supporting materials will be
provided by holding such documentation in the X drawer in the English Department for two
weeks after the recommendation has been forwarded to the Dean.  After two weeks have
elapsed, the Chair will return all supporting materials to the applicants.

CHAPTER FOUR:  COURSE TEACHER EVALUATION SYSTEM

The evaluation system at Cortland, designed by the Faculty Senate and administered by the
Senate's Committee on Teaching Effectiveness, is intended to be an evaluation program whose
primary goal is summative in nature, providing data in support of departmental judgments about
the strengths of an individual teacher in performance of his or her classroom responsibilities. 
(From Course Teacher Evaluation at SUNY Cortland, Committee on Teaching Effectiveness,
1994-1997, p. 1)

   COURSE TEACHER EVALUATION

1. Course Teacher Evaluations (CTEs) form part of the evaluation of all teaching staff.  An
instructor on continuing or term appointment  must administer CTEs the first time a course
is taught and every third time thereafter.  However, staff members who submit claims for
Discretionary Salary Increases (Merit Pay) should administer CTEs for every class each
semester.  Part-time staff not on term appointment must administer CTEs once each year
for each course taught, with the exception of the first semester of employment.  (The
Department's "mentor" system for new faculty is described in Chapter One, Article II,
Section C, above.)

2. Teaching staff will administer official CTEs during the last two weeks of the semester, per
the instruction sheet attached to each packet of evaluation forms.

3. Results will be returned to individual instructors after necessary processing; these results
may become part of the individual's personnel file as provided in Chapter Two, Section A,
above.

4. Any faculty member who wishes to be exempt from the CTE questionnaire requirement
may be granted an exemption by the Department, as provided by the Faculty Senate's
Committee on Teaching Effectiveness.  In such cases a visitation evaluation will be
substituted for the CTE evaluation.  A visitation team will observe at least three classes in
the course over a period of at least four weeks.  Each visitor will write an independent
observation report and will send copies to the person being evaluated and to the
Department.  The visitation team will consist of three members chosen according to the
following guidelines:
a. The faculty member being evaluated will select one member drawn from the

Department.
b. The Personnel Committee will delegate another member from the Department.
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c. The Division Dean will select one member drawn from a list of faculty members
who have been awarded an excellence in teaching award or hold the rank of
Distinguished Teaching Professor.

   COURSE SYLLABI

College policy stipulates that instructors provide students with course syllabi that spell out
course requirements.  The Department suggests that a syllabus should adhere to the
NCATE format for syllabi (see department course syllabi files for models), and should
contain at minimum:

a. Contact information and office hours
b. A list of required and recommended texts
c. A description of the course and a statement of its objectives
d. A schedule of readings and other activities for the course
e. A statement of the papers and/or examinations required in the course
f. A statement, expressed in percentages if  appropriate, of the grading criteria and

grading method in the course
g. A statement concerning the attendance policy
h. A statement on academic dishonesty
i.  The college’s boilerplate statement on services available for students with

disabilities

   CLASSROOM OBSERVATION

1. All full-time staff who are not on continuing appointments and all part-time staff who are
not on term appointments will be scheduled for annual teaching evaluations by members of
the Department.  Part-time lecturers will not be subject to such review in the first semester
of employment; the Department's "mentor" system for new faculty is described above in
Chapter One, Article II, Section C.

2. General policies and procedures for classroom observation may be found in Chapter Two,
Section A, above.

3. The categories according to which instructors are evaluated are embodied in the standard
Classroom Observation Report adopted by the Department.  A sample blank form is
attached in the Appendix, below.
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CHAPTER FIVE: PORTFOLIO ASSESSMENT SYSTEM

   Section A: Portfolio Assessment System in Composition

1. The Department’s portfolio system provides students in Academic Writing I (CPN 100) and
Academic Writing II (CPN 101) with a shared experience across all sections of the courses. 
It also takes the place of a proficiency examination.  Twice each semester, the student
submits a portfolio of revised writing, demonstrating the student's ability to work with
reading sources.  This portfolio is submitted to a Portfolio Committee, to be judged as
“acceptable” or “unacceptable" as college-level academic writing.  The final portfolio acts
as the gatekeeper for the course: an “acceptable” portfolio is a necessary (but not in itself
sufficient) requirement for a passing grade.  If the portfolio is acceptable, the instructor
determines the student's grade; if the portfolio is unacceptable, the student receives either a
grade of NC or a grade of E for the course, at the instructor’s discretion.

2. Each Portfolio Committee will consist of a minimum of three members of the faculty
teaching composition in a given semester, to be formed by mutual agreement within the
first two weeks of the semester.  Reasonable attempts must be made at rotating the
membership of Portfolio Committees.  Each Committee formed thereby will promptly elect
a Chair, who will promptly inform the Director of Composition of the Committee's
membership.  The Director of the Writing Program may assign any eligible member of the
Department to any existing Portfolio Committee as needed and with the consent of that
Committee.

3. Per instructions in The Cortland Composition Handbook (q.v.), portfolios will be collected
twice each semester: once at midterm, and once approximately one week before the end of
the semester, as suggested by the Director of the Writing Program.  Each Portfolio
Committee  will meet to agree upon the details and timing of circulation of student
submissions within the Committee, standards of evaluation (consistent with the guidelines
laid down in The Cortland Composition Handbook), and return deadlines. Portfolio
Committees  are expected to follow the guidelines and use the assessment forms provided
in the current edition of The Cortland Composition Handbook.

4. The policies and procedures for Portfolios in Composition may be amended or revised by
the approval of a majority of the current Composition staff.  The contents of student
portfolios will conform to guidelines set down in the current edition of The Cortland
Composition Handbook.

   Section B: Portfolio Assessment for English Majors

English majors must submit a portfolio containing the best papers from each English course they
have taken at Cortland, accompanied by descriptions of the assignments and a reflective letter in
which the writer describes his or her intellectual growth as a student of literature, language, and
writing.  Unlike the portfolio system in Composition, the portfolio for English majors exists
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primarily for the purpose of the Department's self-assessment, rather than as a device for determin-
ing course credit.  Portfolios will be collected by individual instructors for each class in which
English majors participate.  Materials will be submitted in plain manila folders clearly labeled with
the student's name and student identification number.  Folders will be turned in to the department
secretary in timely fashion, for distribution to the appropriate department members for evaluation.

Section C:  Portfolio Assessment for Professional Writing Majors

Professional Writing majors must submit a portfolio reflecting specific course work. (See portfolio
requirements on the Professional Writing web site.) Students select samples of their written work
from every Professional Writing course and store them in their portfolios. During their Senior
Seminar experience, they revise and edit this collection and prepare it for on-line presentation.  

CHAPTER SIX: Independent Studies

Whereas the Administration makes money and we do not when we offer independent studies
Whereas the same Administration cuts upper-division courses with enrollments of fewer than ten 

students
Whereas offering even two or three 400-level independent studies per semester means two to three 

fewer students in regular 400-level courses
Whereas we offer a variety of courses in our discipline on a regular rotation and the required 
courses are offered every year, sometimes twice a year, and 500-level courses can be 
substituted for almost every 400-level course offered
Whereas students should be taking 400-level (and graduate level courses) from professors who
have specialized in a particular area 
Whereas students who undertake independent studies should be our best, most highly motivated 
students
Whereas offering independent studies sends the message that the interaction which occurs between

a diverse group of students and the professor in regularly scheduled courses is not essential 
to learning

Be it resolved that the English Department  
1) will not offer Independent Studies in any course which is normally offered during any 

two-year period,
2) nor will it offer independent studies to students with cumulative GPAs below 3.0, 
3) nor will it allow any undergraduate student to take more than one independent study 

unless gross advisor error can be demonstrated as making the independent study necessary 
for graduation

Obviously, in other extreme circumstances, the Chair would have the ability to over-ride this
resolution.
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*APPENDIX: SAMPLE FORMS
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Annual Report

Name
Rank

1. Effectiveness in Teaching

Course                    Semester              Enrollment      GE     WI      CTE     CDE
• Eng. _____
• Eng. _____
• Courses taught for first time: _______________________________________
• [Also list here independent studies, supervision of any MA theses, courses developed, and

any special recognition from students (e.g., letters from students or “Congratulations” cards
from Career Services naming you as an instructor who had a positive impact on a particular
student.)]

• List release time granted in conjunction with a course. 

2. Scholarly Work/Mastery of Subject Matter
• List release time
• List books, monographs, articles, essays, book reviews that you have published during the

academic year, as well as conference papers that have been presented, panel discussions on
which you have participated, or conference sessions that you have chaired.

• Citations of your work in the work in the works of others, grants you have been awarded,
etc.

3. Effectiveness of University and Community Service/Continuing Growth
• List release time granted in conjunction with an administrative position.
• List committees on which you served and speaking engagements in classes either at the

College or in the community.  This probably the best place to list the work you are doing to
help develop the Professional Writing major.

• List training session and seminars you have attended, scholarship in progress, articles under
review.

4. Advisement
• Advised approximately _________AAE (or English or Pre or PWR) majors.
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Merit Score Sheet

Person’s Name ___________________________________

What was the applicant’s teaching load during the merit period? ________________
What sort of release time did the applicant receive?  (i.e., sabbatical, Drescher, contractual, etc.)

What duties or scholarly work was the release time meant to account for? (Applicants should attach a list
or description if applicable; if not included in binder, chair of Personnel Committee should request such
list). 

I. Effectiveness in Teaching (10 pts./33 1/3%) ______
____ Superior CTEs
____ Required CDEs
____ Peer observations
____ New courses taught
____ New courses developed
____ Demonstrated success in teaching required courses (CPN, intro-level, graduate courses)
____ Awards
____ Supervision of master’s or honors theses
____ Other recognitions
____ Unsolicited letters from students

II. Scholarly or Creative Work and Mastery of Subject Matter (10 pts./33 1/3%) ______
____ Books (scholarly and/or textbooks) ____ university press

____ authored ____ commercial press
____ co-authored ____ vanity press (self-published)
____ edited
____ other (translated, transcribed, etc.)

____ Book chapters
____ Articles in refereed journals
____ Articles in non-refereed journals
____ Biographical or other introductions in anthologies
____ Creative works (poems, plays, fiction)
____ Book reviews
____ Conference and Scholars’ Day presentations/attendance

____ local
____ national
____ international

Others considerations:  reputation of journals, length/substance of articles/books.
____ Mastery of Subject Matter

____ Citations in others’ works
____ Elections to academic organizations
____ Consultant status for outside organizations 
____ Invitations to speak or participate
____ Notes/letters of commendation
____ Grants/Awards
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III. Service/Professional Growth (10 pts./33 1/3%) ______
____ Service

____ National
____ Union
____ University
____ College
____ Department
____ College Websites
____Students (attendance at English Club meetings, commencement, honors convocation,
and/or PWR student-oriented readings; independent-study courses, help with publicaiton,
participation in dormitory programs, letters of recommendation written)
____Community
____ Miscellaneous service (editorial boards, performance of tenure reviews for external
institutions,  evaluating manuscripts for journals and book publishers)

____ Continuing Professional Growth (institutes attended, etc.)

SUBTOTAL FROM FIRST PAGE _______

TOTAL ______

____ Achievement in advisement (assessed by department chair)
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DSI Answers to Frequently Asked Questions and Answers

Before submitting an application for a Discretionary Salary Increase, all faculty should thoroughly
familiarize themselves with Chapter Three: Discretionary Salary Increase Criteria and Procedures
which will provide answers to most questions that may arise.  Below, however, are some additional
answers to questions, some of which are not specifically addressed in the OP.

What is the award period for Scholarship and Professional Growth? 

June 1 of the previous year through May 31 of the year in which one is applying.

What is the award period for Teaching and why is it different? 

January 1-December 31 of the previous year (in other words, if you are putting in for DSI in
May 2008, you would submit supporting materials (CTE’s, observations, CDE’s from the
2007 calendar year).  The reason for the difference is that DSI applications are due to the
Personnel Committee and Chair before spring CTEs have been issued.  By providing data
from the previous year, however, one is able to provide documentation for two semester’s
worth of teaching without ever presenting the same CTEs twice. 

When someone receives an award that contains a course reduction, do we give them credit for
that reward and also reduce the credit we give them in one category? 

The answer to this question is not straightforward.  On the one hand, an applicant should
not be penalized for the fact that her or she teaches fewer classes than others (no matter
WHAT accounts for that state of affairs–a sabbatical or Drescher leave, course reduction
for administrative purposes, a leave connected to an innovative teaching award or to some
other teaching related task).  Thus, three stellar CTEs from a person who was on sabbatical
leave or from the Chair (on a half-time teaching appointment) will be given as much weight
six (or eight for full-time lecturers) stellar CTEs from faculty without course reductions.

At the same time, the applicant who is given course reductions is necessarily EXPECTED
to have more to show in another category (primarily in service or scholarly ability).  Those
achievements that are the direct result of the reduction would NOT be credited to the same
degree as similar achievements made by those teaching a full-time load.  

What the OP states is this, “Merit points will not be given for service otherwise
recompensed.  For example, if release time is given for holding the Assistant Chair
position, holding that office will not be the basis for granting merit points unless there is
support for meritorious service in discharging that office.  Department members on
sabbatical are expected to pursue activities related to their professional advancement and
expertise, but an outstanding record of accomplishment during a sabbatical leave might be
the basis of awarding merit points.”

Obviously, determining how much weight to give in these matters is open to debate. In the
end, we trust individual committee members to work out a system which they will apply
consistently to all applicants within a given round of DSI deliberations.
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How do we choose which category a course reduction should affect? 

The answer to the previous question addresses this question to some extent.  The Personnel
Committee doesn’t really choose the category.  The person submitting the application
places an award in the most obvious category (e.g. Drescher Leave, NEH awards, and
various research grants would appear under Scholarly Ability; course reductions for
administrative positions would appear under Effectiveness of Service).

We only can consider events in the time period--they are not cumulative, not matter how earth
shaking, right? 

While in the past, this was not the case (i.e. one could submit achievements for any year in
which one had not been awarded DSI), under the current administration, ONLY those
achievements falling within the twelve-month DSI period will be considered.

We are evaluating people for otherwise-unremunerated accomplishments in the award period
only, not on their overall reputation, bearing, sartorial excellence, seniority and tenure in
the department, or wit, correct? 

         While the second part of this question is accurate, what is stated in the first part is not completely
accurate.  In some instances, we DO evaluate people on accomplishments for which they
are remunerated (i.e. books for which they may have received royalties, guest lectures,
workshops, etc. for which they may receive honoraria, teaching awards for which they
receive stipends), we do NOT take into consideration the other items identified in the
question unless such things are supported by specific events/achievements.

If one is remunerated for an achievement (teaching award, professional service, book contract),
can it still count as a significant indicator of one's Effectiveness of Teaching, Scholarly or
Creative Ability or Mastery of Subject Matter? 

The answer to this question hinges upon what we mean by the phrase “count as a
significant indicator.”  Certainly,  publications, teaching awards, or professional service
which result in remuneration should not be excluded from one’s list of achievements solely
because one has already received some form of compensation.  At the same time, the
Organizational Plan clearly states that “the Committee generally will give priority to those
individuals with records of new achievements that have not already been adequately
compensated with reduced teaching load or salary increases [emphases added].  What the
OP statement implies in this introductory statement is that, for example, while both the
Distinguished Teaching Award and the Chancellor’s Award for Excellence in Teaching
might be seen as “significant indicators” of one’s Mastery of Teaching, the former (which
is the more difficult award to achieve, but which comes with a salary increase) might be
counted equal or even somewhat less in DSI deliberations than the latter (which comes with
no monetary award whatsoever).  The same principle holds for other achievements.  If one
provides community or professional service for which one receives remuneration, one
might expect to earn less recognition for such service in the DSI deliberations than if one
provides such services for free.  Nevertheless, one should still list such items since the
degree to which one’s professional services are in demand can certainly be a “significant
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indicator” of one’s Mastery of a Subject Matter.  In the matter of remuneration, it might be
helpful to the committee to know exactly what the rate of remuneration for one’s
achievements is.

Should candidates for DSI do all they can to keep their professional accomplishments in a
particular category (that is, avoid double-dipping)? 

The OP expressly forbids double dipping: “Merit points will not be given twice for the
same achievement.” 

We don't recommend people for DSI, right--we merely give the chair three or four groups of
candidates with blurbs about their accomplishments. 

This statement is false.  The Personnel Committee does “submit recommended ranking to
the Department Chair. . .together with a brief summary of the applicant’s achievements. 
Occasionally, when the numbers are very close but various groups are distinguishable, the
Committee chooses to recommend candidates within the various categories recognized by
the President, name Most Highly Recommended, Highly Recommended, Recommended,
Not Recommended).

What time in April has been established for faculty to meet and go over a model DSI folder so
as to better understand how to represent their accomplishments? 

Assembling a DSI folder should not be a task relegated to April.  Instead, faculty members
should begin to list and accumulate supporting documentation of their achievements at the
beginning of each merit period.  That way, no one needs to scramble for lost or misplaced
CTEs, program brochures, and so forth at the last minute.  A model DSI folder is available
for anyone’s perusal obtainable through the Department secretaries.  

Will we ask that those who submit folders for DSI next year follow that checklist as a table of
contents, and make sure that list is on the web? 

Yes, all folders should follow the order specified in the merit score sheet and below:

I.  Effectiveness in Teaching

II.  Scholarly or Creative Ability 

III. Mastery of Subject Matter

IV. Effectiveness of Service

V.  Continuing Professional Growth

VI.  Advisement (to be assessed by the Chair)

Categories II and III, as well as IV and V may be collapsed and presented as a two single
inclusive categories (i.e., II.  Scholarly or Creative Ability and Mastery of Subject Matter;
III.  Effectiveness of Service and Continuing Professional Growth)

Are we going to expect that DSI candidates simply xerox a publication for their folder, not
include the entire book (exception made for edited books)? 
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Yes. In the interest of saving paper and streamlining, provide the least amount of
documentation possible.  All the Committee needs is some way of verifying that an article,
chapter, poem was, in fact, published as stated.  .

Are we going to emphasize that a book or poem or interview etc. under review is put under the
heading “professional growth,” not in “publications”?  Are we going emphasize that only
publications that are truly published—that can be surfed to on a public webage or xeroxed
and put in a DSI dossier should be put under the heading of “publications”? 

Yes, the OP makes this stipulation crystal clear.  ONLY those articles, poems, chapters,
books, etc. that have actually been published during the DSI period may be listed under
Scholarly and Creative Ability.

Are we going to ask candidates to clearly indicate, by putting in bold type, the events or
accomplishments that were listed and considered during the last DSI cycle so that we on the
committee can easily make sure there is no overlap with previous years?

As long as the Committee is limited to considering ONLY those achievements which occur
within a single DSI year as defined by the President, we will no longer need to require that
applicants submit previous DSI applications to insure that no overlap with previous years
exist.  Accompanying documentation for all claimed achievements will make clear that
those achievements took place during the specified period.
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