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I.
Introduction

As the Department Chairs’ and Program Directors’ Notebook has been a work in progress for a number of years, it is our expectation that its development and growth will continue in an organic fashion. Its relevance and utility will thus be largely dependent upon the collective wisdom of current chairs and program directors as suggestions for additions and revisions occur on a regular basis. In its current inception, it is designed to address a number of concerns. First, it brings together in a centralized fashion, important links to campus documents that chairs and directors regularly consult in fulfillment of their duties. Second, it lists important dates, deadlines, and calendar related information that regularly requires administrative attention. Third, it gives users a current administrative organizational chart and list of individuals that matches name and position with specific responsibility. Finally, in certain cases, it offers advice from committee chairs, staff members, and directors of administrative units with regard to specific tasks chairs and directors are required to complete in support of the faculty and staff who interact with those units. Although this Notebook could not have been completed without Senior Administrative Assistant Jenny Hand’s dedication, diligence and perseverance, errors of fact lie solely at the feet of the Associate Dean of the Faculty. So please feel free to direct suggestions for improvement to his attention.

Dr. Irving Epstein, Associate Dean of the Faculty 

Director of the Mellon Center

II.
General Information   D.  Chairs/Director’s Calendar
Department Chairs

Calendar of Important Dates

for 2010-11
Provided by the Provost and Dean of the Faculty’s Office
Holmes Hall 202
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  1

By this date, the Registrar will have provided 15 randomly selected names of alumni/ae for each candidate for tenure/promotion.  These names are forwarded to the faculty member for review by the Provost/Dean of the Faculty’s office (Holmes 202).
23

First day of classes.

27

Last day to add a class.

 1
>
By this date, random list of alumni/ae signed by faculty member and returned to the Provost/Dean’s office, with up to five names deleted; also at this time the faculty member provides the 
Provost/Dean’s office with the names of five alumni/ae to whom we will also send standardized letters and questionnaires. 



For faculty searches, submit search committee members, recruitment plan, drafts of ads, 


             and timelines for search to Provost/Dean.

·        Reports for all leaves taken or ASD grants awarded due to Mellon Center.

 7
>
ASD and CD grant applications due in Mellon Center (first review period).

·        May Term course intro sheets due to May Term office.

 8
>
President’s Convocation
 8
>
Self-evaluations for faculty being considered for tenure and/or promotion are due to the supervisor.

15

Final teaching assignments for the year due to Provost/Dean.


By this date, Provost/Dean’s office will have sent letters/questionnaires to alumni/ae and referees.

20

First round of ID Grant proposals due in Mellon Center (similar deadlines occur on the 20th of each month, or the first weekday thereafter, through March 2010).


1 

Reminder: notify Associate Provost office to prepare Spring adjunct faculty contracts.

 

Deadline for students to declare Research Honors.  Forms are due in the Associate Provost.  Please remind your faculty of this important date.

8
>          Supervisor’s letter is due to the candidate being considered for tenure and/or


 promotion.

15
         Promotion and tenure candidates have the right to respond in writing to the final report


              of his or her supervisor. This should be submitted, along with the original self-  



    evaluation and the supervisor’s evaluation, to the Provost/Dean’s office.


 All recommendations, evaluations, responses, and supplemental materials for promotion
           and tenure candidates are due in the office of the Provost/Dean, or, when October 15  

           falls on the weekend, by the following Monday.  Candidates for tenure and promotion  

           are responsible for checking to see that their files are complete.



Sabbatical Leave, Junior Faculty Leave and Senior Faculty Research applications for 2011-12 due to applicant’s supervisor.

15

Last day to drop a class.
20

Academic advising begins for Spring 2011 and May Term.  (through Oct 29)

29

Academic advising ends.
·     Deadline for Registrar’s Office for revisions to final class schedules for the next   

    semester.

 1
        Scheduled yearly self-evaluations from probationary faculty are due to supervisors.

 1
         Registration for Spring 2010 begins. (through Nov. 10)

·      Sabbatical Leave, Junior Faculty Leave and Senior Faculty Research applications due to 
      the Mellon Center.
15
         Registration for May Term 2010.


  1

Last day to notify Associate Provost office to prepare Spring Semester adjunct faculty contracts for each department (requests later than this date may result in a delay in issuance of the adjunct faculty member’s first paycheck in the spring).

·     Annual self-evaluations and supervisor’s evaluations of probationary faculty are due to the    

    office of the Provost/Dean.

 3

Last day of classes.

6 >
Reading Day.

·     ASD and CD grant applications due in Mellon Center (second review period).
 7

Final examinations begin.

10

Final examinations end.

17

Final grade reports due.
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January
5 
 First day of classes.

·        Self-evaluations for faculty members submitting files for major pre-tenure review are due  


 to the supervisor



  For tenure-line searches, submit final ranked list of candidates and preliminary pool report   



  to Interim Provost/Dean.  All on-campus interviews for tenure lines should be scheduled 

 

  between early January and mid-February.

11

Last day to add a class.

31

Catalog revisions due to Associate Provost office.

·     All recommendations, evaluations, responses and supplemental materials for faculty   

    members undergoing major pre-tenure review are due in the office of the Provost/Dean.

          Faculty members are responsible for checking to see that their files are complete. 


15

Projected, preliminary teaching assignments for all continuing faculty members, and requests for adjuncts/visitors for 2011-12, are due to the Interim Provost/Dean.


Note: Teaching evaluations are required for all adjunct and visiting faculty who are to be rehired.



By this date, apply to Interim Provost/Dean for authorization for replacements or new tenure lines

.

18

Mid-semester grade reports due.

23

Founder’s Day Convocation.

25

Last day to drop a class.


 1

Through April 1--Each supervisor shall hold a meeting with each faculty member who is eligible for promotion, to determine whether promotion is feasible this year.

·      Notify Associate Provost office to prepare May Term  

     adjunct faculty contracts.

14
>
Spring break week (March 14-18)

18

By this date, Provost/Dean will send letters to faculty notifying them that they are scheduled to come up for tenure or major pre-tenure review in the next academic year.

21
>
ASD and CD grant applications due in Mellon Center (third review period).
 23

Academic advising begins for Fall 2010 (March 23thruApril 1)



      

1

Deadline for chairs to notify Provost/Dean whom they wish to support for promotion for next academic year.



Notification of intent to apply for sabbatical leave or request to defer sabbatical leave (to be taken in 2012-13) due to applicant’s supervisor.



Summary form from 2010-11 Post-tenure Review participants due in the offices of the Associate Dean, participant’s department, and Provost/Dean.                   

 4
>
Registration for Fall 2010 begins (April 4thru April 11)
 9
        Student Research Conference

11
>         Registration ends.

   13
   
    Honor’s Convocation  


   19        
     Last day of classes

   20   
   
     Reading day

   21
   
     Final exams begin.

   26
   >
     Final exams end    

   27
            Final grades due for seniors and graduate candidates

           

 1
        COMMENCEMENT
 2

Reminder:  notify Associate Provost office to prepare Fall Semester adjunct faculty contracts.


 
Notification of intent to apply for sabbatical leave or request to defer sabbatical leave (to be taken 2012-13) due in Associate Dean of the Faculty’s office

3

All other final grade reports due.

4

First day for May Term classes; last day to add a class.

 6

Last day to drop a class.

27
>
Final Examinations

31
>      Final May Term grades due



 1

Last day to notify Associate Provost office to prepare Fall Semester adjunct faculty contracts for each department (requests later than this date may result in a delay in issuance of the adjunct faculty member’s first paycheck in the fall).
15

All invoice and non-invoice payment requests from 2010-11 budgets are due to Patti/Jenny to be processed before July 22 for the business office.

22

All invoice and non-invoice payment requests from 2010-11 budgets due to business office.  

29

2010-11 fiscal year ends.

III.

Planning for Curriculum and Staffing

A.
Curriculum Council Input for Chairs’ Handbook

Curriculum Council (CC) appreciates chair’s assistance with a faculty member’s “Curriculum Council action” because typically the chair’s thoughtful input facilitates a more complete proposal, greater clarity, and an increased likelihood of fewer revisions for the faculty member who submits it. 
View exemplary proposals

As a faculty member begins to consider a request for Curriculum Council action, the chair might remind the faculty member to review exemplary proposals that are posted on the Mellon Center web site (http://www.iwu.edu/melloncenter/support/Exemplary.shtml). 
Resource issues

A chair is often very helpful in providing detailed information on staffing implications for the proposed change. When the faculty member includes detailed information on how the proposed change affects course offerings, general education offerings, and in turn, staffing, it facilitates the Council’s work. 

In certain situations—for example, new, revised, or deleted majors/minors/concentrations/courses—a description of the larger departmental context for the proposed changes is very helpful for Curriculum Council to understand connections between the proposals that come in groups. 

Regarding library resources, the chair may consider discussing with the faculty member the possibility of collaborating with library faculty for their proposed class, in other words, addressing more than just materials and looking at library collections and services as a whole. 
Assessment
Faculty often think of the term "assessment" in reference to course goals, and their course proposals detail how exams, essays, and/or presentations will be used to assess students' work. While Curriculum Council is interested in this information, it must also learn in a course proposal how the proposed Gen Ed category/flag will be assessed (see 2C on the "Request for CC Action" form). While it may be clear to the faculty member how course goals are linked to a Gen Ed category, that linkage may not be clear to students or to CC. The chair can help faculty to describe how questions faculty will add to the course evaluation related to the Gen Ed category, surveys available to faculty from the Writing Across the Curriculum Director, or Academic Standards, or assessment tools devised by the faculty member will be used to ascertain if Gen Ed goals are understood and addressed by students in the class. 

Curriculum Council also hopes that departments use the CC proposal as the department assesses its overall curriculum and how the proposed course change fits into long-term goals and outcomes. 

III.   Planning for Curriculum and Staffing  H.  Study Abroad Policies
·  Though IWU guarantees that all units from study abroad on an approved program will transfer back, departments control their own degrees and so it is left to the discretion of department chairs/program directors to approve whether or not an abroad course can be used to fulfill a major/minor requirement.  Students should bring a detailed course description or syllabus (when available) along with the CAF to the chair, but if additional information is needed, chairs should feel free to contact Stacey Shimizu, sshimizu@iwu.edu or x1096. 
· Course Approval Form
· All students who wish to study abroad for a semester/year must work with the International Office and must complete an IWU Study Abroad application.  Department Chairs/Program Directors can assist in the process by helping to ensure that students understand this process--and any policy or process described in the Policy Sheet. 

III. 
Planning for Curriculum and Staffing:  I.
Course Scheduling

To:  Department Chairs, School Directors, and Program Directors

From:  Leslie Betz, Registrar

Date:  January 19, 2011


RE:  Course Schedules for 2011-2012

Class schedules are due in the Registrar's Office by Monday, February 7th.  Trial copies of the course schedule will be available February 23rd and revisions can be made until March 4th.  The final online class schedule will be available to students on March 21st, advising will be March 23 – April 1 and registration will be April 4-11.

If you are considering adding any new courses or general education categories and flags that need CC and faculty approval, they must be approved by the March 7th faculty meeting.  Those proposals must be submitted to CC by Monday, February 7th.  Any courses approved in the April meeting can be added to the web schedule on April 5th but the seniors and juniors would have already registered.

Attached is a form you may use to turn in your schedule or you can use your own spreadsheet.  If you use your own, please be sure that all information we requested is included.  Most importantly include approved General Education requirements and course enrollment limits (see attached information on guidelines for setting course enrollments).  If you have specific room requests please indicated the room and we will try to accommodate you. 

If needed, course enrollments for the current academic year are available from our office to use as you plan for next year.  You might find this information helpful, especially if your department will have faculty gone on leave.  

Along with the call for the tentative 2011-2012 course schedule, I would like to remind you of several policies related to scheduling.  These policies were designed for the good of our students. Exceptions to them will not be granted without clear and compelling rationale.

1)  Careful adjustment of the balance between lower and upper division courses.  Freshmen and sophomores comprise 55% to 60% of our student body and ideally a proportionate number of the class selections offered should be lower division courses.

2)  At the present time we expect approximately 590-600 new students for the fall semester.  This may affect beginning freshmen classes.

3)  Scheduled classes should meet according to the following schedule:



MWF


TH


MF



8-8:50


8-9:15


11-12:15



9-9:50


9:25-10:40

2:00-3:15 (or MW)



10-10:50

10:50-12:05





1-1:50


1:10-2:25




2-2:50


2:35-3:50





3-3:50


Please note – because of student concerns we have eliminated the MW and MF 12:35-1:50 time slot.  Because of the high demand by faculty for the 2-3:15 time slot, priority will be given first to the 2:00 MWF and 3:00 MWF classes.  Please remember that when you use the 2-3:15 time period you are crossing 2 meeting times.




4)  Classes which infringe on the hours between 4:00 p.m. and 6:00 p.m. Monday-Friday should be avoided.  Please try to utilize the 8:00 MWF and 8:00 TR class times. 

5) Only course that require large blocks of time (e.g., senior seminars, film courses) should be scheduled at night.  Night classes may be scheduled on Tuesday, Wednesday, or Thursday evenings.

6)  In order to accommodate other late afternoon activities (e.g., laboratory sessions, music ensemble practice, athletic practice, etc.), night classes should be scheduled from 7-9:45 p.m.  Any requests for night classes to meet at other times should be directed to the Provost.

7)  Chapel will meet at 11:00 a.m. on Wednesdays.  No classes or activities should be scheduled during that hour.

8)  Due to the extremely high classroom utilization, priority for assigning classrooms must go first to the traditional 50 minute MWF and 75 minute TR slots (see above).  We will accommodate other requests to the best of our ability.

9)  Class meeting times may not differ from the original time listed in the program of classes unless an official time change is made with the Registrar’s Office and is in agreement with regularly scheduled times.

10)  Department should make a concerted effort to balance MWF and TR course offerings.



Course Enrollment Guidelines

The faculty and administration share the responsibility for offering a curriculum in which student enrollments are equitable across the curriculum. Rather than a set of regulations, however, we have relied on a working consensus between academic departments and academic administration. The following points summarize the current expectations.

· 100-200 level courses: 25-40 students. For courses using a lecture/lab or lecture/discussion section format, the lab or discussion sections can provide the smaller classroom experience we want to provide our students while the lecture section can be larger.

· 300-400 level courses: 20-30 students.

· Special skills (e.g., Gateway, Writing Intensive, and capstone courses): 15-20 students.

· Classes at any level with enrollments of five or less may be canceled and the faculty member reassigned to a new course or section.

In some instances a department can make a case that a unique lower division course warrants an enrollment limit lower than 25. A course for majors that introduces the methodology of a discipline might be an example. But in making such a case there should be a compensating spirits of quid pro quo and a willingness to take a few more students elsewhere. These lower division courses are also expected not to exceed enrollments of 40, except under the specified conditions.

(January 1997; Revised January 2007)

V.  Reviews/Evaulations:  A.  Promotion and Tenure Committee:  Input to Chairs
Meeting with Supervisors

Suggestions for Supervisors Preparing Letters Evaluating Candidate’s Performance
Dear Chairs and Directors:
These are some suggestion PAT members have compiled over the years for supervisors preparing evaluation letters of candidates for tenure and/or promotion.  It would be helpful to the Promotion and Tenure Committee, and more importantly to the candidate who is up for review, if your letter could speak to several specific points.  This list is far from exhaustive.  Again, these are only suggestions.  It is important that the supervisors be familiar with the criteria for tenure and advancement spelled out in the Faculty Handbook.
· As you prepare your letter, please refer to the Faculty Handbook; Ch. 4, Sec. C, No. 1, letter c, paragraphs 9 and following.

· Are there special roles the candidate fills in your department or school? Does s/he teach courses that few others can? Has s/he been responsible for developing new courses or programs? Does s/he bear any special responsibility in advising students, working with student groups, or acting as a liaison to individuals or groups outside of your department or school?  Does the candidate teach courses that students find unpopular because the courses are required and challenging? 

· The Committee recommends the supervisors conduct a careful reading of students’ course evaluations and synthesize those comments in their letters.

· Concrete details on the candidate’s teaching abilities are very helpful whereas broad descriptions without specific examples to back them up are not.  Broad sweeping, enthusiastic observations ring hollow, the more detail the better.  A description of what you have observed during classroom visits is especially helpful.

· The Committee appreciates being able to read in your letter a contextualization of the candidate’s scholarly/artistic achievement within the professional community. It is helpful if either you or the candidate can indicate the selectivity of journals in which the candidate has published papers (i.e., what percentage of submitted manuscripts are accepted?). Similarly, commentary on the selectivity of conferences or exhibitions at which papers or other works were presented helps. Perhaps most important, the Committee appreciates your commentary on the intellectual/artistic significance represented by the candidate’s work. What does this work represent for her/his field? If possible, comment on how the work has been received by the candidate’s intellectual/artistic community. When discussing the candidate’s scholarly/artistic achievements it is very helpful if we understand the trajectory of their work.  Is the candidate’s body of work beyond the level and/or requirements of the terminal degree?  Do you imagine that the candidate will sustain an active engagement with their discipline beyond tenure?  We recognize that different disciplines take different approaches to the definition of “new” when describing work beyond the level the candidate’s doctoral dissertation.  Please explain that for the Committee.  If you are not in a position to offer this level of contextualization, make it clear to the candidate that s/he should do so in her/his self-evaluation. The Committee understands that such data are not always available on the acceptance rates for papers and articles.

· Supervisors should help candidates direct their (candidate’s) responses toward previous PAT letters (i.e., supervisors might notice that PAT was concerned about a particular issue that the candidate neglected in an early draft of his/her self-evaluation).  Please note the materials reviewed by Committee members include the previous PAT letters.  The candidate may obtain copies of these letters from the Provost Office. 

· The Committee appreciates your situating the candidate’s teaching and scholarship in a context that people outside the discipline can understand.  Think about your audience as being as far away from the discipline as possible.

· Please comment on the candidate’s teaching according to the levels or clusters of the courses they taught.  For example, you might organize your discussion around; general education courses v. major courses, lower level v. senior level, required v. elective courses, etc.  Is the candidate’s instruction level appropriate?  Do lower level classes establish appropriate levels of groundwork for advanced courses?  Does the candidate’s teaching include appropriate levels of rigor for the level of the course?

· The Committee would like to see an assessment of the candidate’s development of their teaching over a course of time, including an understanding of its trajectory.  For example, did s/he come from a large school where the candidate taught large lecture classes and had to adapt to teaching a small seminar class at IWU?  Please talk about the rigor of the courses as evidenced through class visits, syllabi, assignments, exams and evaluations.  Do all of these items taken as a whole demonstrate the same level of rigor:  Do they seem to be in agreement?

· Overall, present a fair assessment of the candidate’s work according to the criteria presented in the Faculty Handbook.

· A supervisor’s evaluation, once submitted in writing to the candidate, should be considered final. The candidate has the right to respond to the supervisor’s letter in writing. Such responses are a normal part of the evaluation process. To allow for a reasonable time for candidates to respond, supervisors are encouraged to submit their letters to candidates at least two days prior to the university’s submission deadline.

· Indicate whether your have or have not have consulted other members of your department or school in coming to your conclusions about the candidate’s performance.  If you did use feedback from your department or school, please include the method used to gain this information.  

· A useful evaluation is generally 4-6 pages long.
· Both parties should sign off on the letter.  Please include lines at the end of the letter on which you and your faculty member provide signatures.  Some already do this, but the practice is not consistent, and PAT believes it to be important for everyone’s protection.  As approved at the 2 April 2007 Faculty meeting, After the supervisor’s signature, title, etc., the following is to be included verbatim at the bottom of the last page of the letter:

I have read and received a copy of this letter, and I understand that I may elect to respond to the letter directly to PAT.

________________________________________________
__________________
signature of faculty member under review



date

Revised 9-15-10

V.  Reviews/Evaluations:  E.  Performance Review of Staff
Purpose:

The performance review process involves assessing a staff member’s adequacy to perform tasks, fulfill responsibilities, meet behavioral and conduct standards, and perform job requirements at desired levels of competence.
There are two main purposes of the performance review process.  One is to help supervisors make the most effective use of staff resources.  The second is to provide a documented, supportable basis for making human resources decisions such as compensation increases, promotional decisions, development and training needs, and remedial or disciplinary actions.

The underlying premise of performance reviews is that by assessing an individual’s strengths and weaknesses and then providing training and development, staff performance will improve.  Additionally, it is an opportunity to clarify individual roles and short-term objectives as well as to plan for job growth and future career decisions.  

There are two types of performance reviews – the informal and the formal.  The informal review should be continuous as the supervisor provides feedback throughout the review period on job performance.  The review period is the time period since the last review.  The formal review is conducted annually with documentation that is retained in the employee’s personnel file.  
Process:

A staff member wants to know: (1) the duties and responsibilities of the position and his/her limits of authority; (2) what the goals and critical elements are and how they relate to departmental work flow; (3) what constitutes a job well done and how will performance be evaluated; and (4) how well is (s)he doing in the position.  

When preparing to complete the performance review, a supervisor should:

· consider the staff member’s accomplishments over the review period;

· review records or documents that would indicate the degree of performance and progress toward performance objectives; and

· Cite specific examples and compare actual performance with pre-set standards.

Human Resource staff will provide the form that is required when performing a review for nonexempt staff.  Each Cabinet Officer determines the format that is to be used for the exempt staff who report (directly or indirectly to him/her.)

There should be no surprises for the staff member at the formal performance review meeting.  If an individual experiences negative performance issues throughout the review period, the issues should be addressed as they occur.   
Meet with the staff member to discuss your written performance review documents.  Ask the staff member to sign the form upon review.  If a staff member refuses to sign, then the supervisor should note that on the form.  

If a staff member has below standard performance, the supervisor should contact Londa Dunlap, Assistant Director of Human Resources (556-3373; ldunlap@iwu.edu).
Timeline:

Performance reviews for nonexempt staff are due to the Human Resources Office by March 31 each year.  Prior to that time performance review forms are sent to the supervisors for their nonexempt staff.  Performance review training is offered for supervisors and nonexempt staff (separately) in February each year.
Performance reviews for exempt staff are generally completed in the spring on an annual basis.  You will receive notice when they are to be completed.  
New nonexempt employees:

Newly hired nonexempt employees receive a performance review after their first 90 days in a position.  Human Resource Office staff send the form used to evaluate the new nonexempt employees to the supervisor prior to the 90 day review period.  Upon its completion, the form is returned to the Human Resource Office for filing in the employees’ personnel file.

V. Review/Evaluations:  H.  Departmental Self-studies and External Reviews

Illinois Wesleyan University External Reviews
 for Departments, Schools and Programs

Guidelines and Objectives

(Revised June 2009)

I. Purpose and Benefits of the External Review

External program reviews provide the opportunity for departments/schools/programs to reflect on their work and explain how it relates to the goals of the department and the university mission.  The guidelines detailed below are designed to support academic units as they prepare to undertake an external review and to promote the faculty dialogue that is central to this process.  

Each department will have different emphases for its review process, but several general questions should frame each program review:

· How is the department/school’s mission related to IWU’s mission and vision?  

· Is the academic program up-to-date, rigorous, and appropriate for both majors and non-majors?  Is the department following national trends and best-practices?

· How does the department assess progress on goals related to student learning and outcomes?

· What are the short- and long-term priorities of the department?

These general questions can also help each department/school/program define the specific objectives of the self-study.  This step is crucial.  By establishing the goals of the review before embarking on the self-study, faculty can avoid collecting information that has little relevance for the department/school/program’s mission.  Program reviews can be a formidable and time-consuming undertaking for all constituencies, including faculty, students, and support staff.  Thus, it is important that the review process be structured so that it provides information that is germane to the mission of the academic unit and speaks to the ongoing work of the faculty.

At its conclusion, the review can help build consensus around the collective priorities of an academic unit and define how the work of each faculty member contributes to those goals.  Besides encouraging intra-departmental dialogue, the external review process will also encourage communication between central academic administrators and schools/departments/programs.  This ongoing dialogue will enhance the administration’s ability to support the work of the academic unit.

II. Major Components of an External Review

The information gathered during the external review should help programs fashion a narrative that effectively communicates their story to their IWU colleagues and to external constituencies. Much of this information can draw on existing assessment efforts.  For instance, departments/schools/programs routinely collect information on their curricula, the scholarly achievements for faculty, and the accomplishments of alumni, but often employ different strategies for gathering that information. (For reference, Appendix I provides an overview of the different assessment strategies employed by academic units.)  The Associate Provost for Academic Services and the Assistant Provost/Director of Institutional Research and Planning routinely collect other information that can be useful, such as enrollment data and student surveys that are benchmarked against peer institutions.

  Each external review will include three components: 

1. A comprehensive self-study conducted by faculty members in the department or school

2. An external review conducted by two to three colleagues from other institutions

3. A departmental/school response to the external reviewers’ report, including an action plan

The self-study. (See Appendix I for detailed discussion of the elements of the self-study). The first task of the comprehensive self-study is to gather and organize the information already collected by the department/school and by other university offices.  Many academic programs have a formal mission statement that can be reviewed in light of the faculty’s work, the university’s mission statement, and the IWU Strategic Plan.  If your unit does not already have a formal mission statement, you might consider crafting one as part of the review process.  The self-study provides an opportunity to review the scholarly and artistic work of the faculty and explain how the department supports the work of each faculty member.

Departments and schools will review the academic unit’s curriculum, referencing disciplinary “best practices” for majors and minors and how the program contributes to university-wide programs such as General Education and May Term.  Also important are program efforts to develop the faculty’s teaching pedagogy.  Where possible, departments/schools/programs will want to marshal available information on the career paths of the program’s graduates.  As noted above, the Associate Provost for Academic Services and the Assistant Provost/Director of Institutional Research and Planning can provide information from existing data sources. 

Visit of the external review team. (Appendix II provides more detail on the external review, including a sample schedule.) Each department or school will consult with the Provost on the selection of personnel for the external review.  Two to three faculty colleagues from other institutions will visit the campus for approximately two-days, during which they will meet with faculty from the academic unit, students, and administrators.  The external reviewers will have access to the self-study in advance of their visit, and while on campus may visit classes, labs, and/or rehearsals.  The external reviewers will compile a written report that summarizes their campus visit and responds to the self-study of the department.  

Department/school/program response and discussion with administrative colleagues.  Each academic unit will draft a brief response to the external review which identifies any planned programmatic changes resulting from the external review and any significant disagreements with the external reviewer’s report.  This report is to be sent to the Provost, the Associate Provost for Academic Services, and the President no later than one month after receiving the external reviewer’s report.  The chair or school/program director will meet with the President, the Provost, and the Associate Provost for Academic Services to discuss the external review and the department/school/program’s response with a view to outline short- and long-term plans for the program.  It is anticipated that this discussion should be ongoing as the Provost and other administrators help support the academic unit’s progress.
III. General Schedule for External Review

First Year.  Each unit will identify the faculty member responsible for the review (oftentimes the chair or director) and the formal roles of other faculty members.  Using the guidelines found in Appendix I, the department will compile the information of the self-study, including supporting documents. Candidates for the external review should be identified early in the first year by using the criteria discussed in Appendix II.  The timing of the visit should be coordinated with the Associate Provost for Academic Services.  

Second Year.  During the second year the external reviewers will visit campus. (See Appendix II for additional details)  After this visit and receipt of the reviewer’s report, the unit will prepare their response and submit copies to the President, the Provost, and the Associate Provost for Academic Services.  Finally the chair or director will meet with these administrative colleagues to discuss the review and any potential action resulting from the process.

Subsequent Years.  During subsequent years, the administration will continue to work with the department/school/program in implementing changes to their academic program in response to the review.  

Appendix I: Elements of the Self-Study
The self-study of each department/school should be guided by the mission and focus of the program’s work.  The primary purpose of the self-study is to provide information that will support planning for the department/school’s future.  Faculty members of each program will highlight aspects of their work and gather the information needed to assess current practice and identify areas for development.  

The outline in this appendix suggests some guidelines for the self-study.  The information presented below is offered as a recommendation, not as a set of requirements.  Each department/school should include materials that will be useful for the review, including materials that are not suggested below.

I. Background on Department/school’s mission and identity

A. Relevant departmental history

B. Relationship with the broader mission/strategic plan of the university

1. The President’s website has copies of some documents to which department/schools might refer:

http://www2.iwu.edu/president/Strategic/
2. The Institutional Research and Assessment page also references data sources that might be useful:

http://www2.iwu.edu/instres/
C. What disciplinary or other national trends in your field have a bearing on the department/school’s work?

1. Comparisons with similar programs

2. Expectations for graduate and professional schools

3. Changes in the opportunities for students entering the private sector

II. Description of Department/School’s Resources

A. Describe the physical resources that support the department/school’s mission: office, lab, and studio space, specialized equipment necessary for teaching and research, library holdings, etc.

B. How does the non-salary budget support the work of the department/school?  Where appropriate, explain how external funding has supported teaching and scholarly activity of the faculty.

III. Overview of the instructional program 

A. What are the teaching goals of the department? Are there defined learning outcomes? How does the department measure the students’ progress toward these goals or outcomes?

B. What is the structure of and rationale for the major/minor?

C. How does the department contribute to campus-wide curricula such as May Term, General Education, and interdisciplinary programs?

D. How does the curriculum facilitate learning opportunities outside the classroom, such as student-faculty research projects, off-campus study, and service learning?

E. Does the department/school focus on development of faculty pedagogy?  

IV. Professional Activities, Leadership, and Service
A. Self-studies might reference the principal areas of leadership and service by faculty in the department/school/program.  Doing so not only recognizes the collective investment of the program to broader institutional, community, or national efforts, but also facilitates planning for future commitments.

While not part of the self-study, the following should be included in the material that is sent to each reviewer prior to the team visit.

· A copy of the IWU catalog

· Curriculum vitae of all members of the unit

· Syllabi for courses typically offered in unit

· Number of majors and minors for the past five years

· Recent enrollment data for courses typically offered

Appendix II: The External Review
Departments, programs, and schools will coordinate the visit of a two- or three-person external review team.  In the spring semester prior to the on-campus visit of the external review team, faculty in the program under review will develop a list of suggested external reviewers.  Typically the reviewers will be selected from tenured faculty at institutions that are similar to IWU.   The list should include the reviewers contact information, a short paragraph that explains the strengths of each candidate, and a statement that identifies any relationships between prospective reviewers and faculty in the department/program/school.

The coordinator of the self-study will forward the list to the Associate Provost for Academic Services who will then meet with the Provost to determine which reviewers to invite. The coordinator should work with the Associate Provost for Academic Services to determine which dates will work for the department and other campus constituencies.  The Associate Provost for Academic Services will be responsible for inviting the selected reviewers and working with them on travel arrangements.  
The department/school/program will gather all materials related to the self-study six to eight weeks prior to the visit of the external review team.  Six copies or an electronic version of these materials will be delivered to the Associate Provost for Academic services, who will forward a copy to each external reviewer and will also provide copies to the Provost and the President.

One month before the external reviewers’ visit to campus the coordinator should develop, in consultation with the Associate Provost for Academic Services, an itinerary.  The external reviewers will arrive on the first day in time for a dinner with two members of the department/school/program.  The reviewers should have the opportunity to meet with the Provost early in the morning of the second day of the visit and to meet with the President, Provost, Associate Provost for Academic Services, and the chair/director at the end of the visit.  In addition, reviewers usually appreciate some time to meet by themselves near the end of the on-site visit.  Otherwise, the schedule will vary from program to program, including some or all of the following constituencies:
· All full-time faculty in the department/school, both tenured and untenured;

· Members of departments, schools, or programs with which the program under review has regular interaction;

· Student advisory groups or other student groups in the department/school/program;

· Where possible or appropriate, the external reviewers might visit individual classes, labs, or rehearsals.

We will request the external review report be submitted within four weeks of the campus visit.  By doing so, departments and schools will have ample time to prepare a written response to the external reviewers’ report.
Sample Schedule

First Day 

2:00 – 6:00PM – arrive in Bloomington/Normal

unit representative escorts to hotel

Dinner with 2-3 members of academic unit

Second Day

8:00 – 9:00 – breakfast at hotel (or restaurant) with appropriate staff

9:00-9:45 – meet with Provost Beth Cunningham

9:45-10:45 – campus and facilities tour

10:45-11:00 – break

11:00–11:30 – meet with a faculty member

11:30-12:00 – meet with a faculty member

12:00-1:00 – lunch in the Cartwright Room with representative University faculty 

1:00-1:30 - meet with a faculty member

1:30-2:00 – meet with a faculty member

2:00-2:30 - meet with a faculty member

2:30-3:00 – meet with a faculty member

3:00-4:00 – meet with chair

4:00-5:00 – meet with students

5:00-6:30 – break (reviewers may wish to work on preliminary report)

6:30 – dinner with members of academic unit

Third Day

Eat breakfast and check out of hotel by 10:00AM

10:00-11:00 – time for reviewers to finalize preliminary report

11:30-12:45 – report to faculty from academic unit

1:00-2:00 – present preliminary report to President Dick Wilson, Provost Beth Cunningham, Associate Provost for Academic Services Jeff Frick and chair/director

2:00-5:00 – depart Bloomington-Normal

VII. Faculty Development Policies:  A.  Applying for Leaves and Grants, FDC

FDC Guidelines

FDC takes deadlines very seriously.   Faculty should be aware of the fact that exceptions to the date and time of receipt of proposals for grants and leaves are only given under extraordinary circumstances and are granted only by the Associate Dean.  Thus, one’s colleagues need to be aware of all deadlines written in the Faculty Development Handbook.

The FDC adheres strictly to the guidelines published in the Faculty Development Handbook when assessing submitted proposals. Deviations from the requirements listed in the Handbook do influence the committee’s ranking of proposals.

Proposals for funding and leaves are reviewed first by individual FDC members and then collectively, as a whole.  Rankings are compiled and are then discussed, based upon criteria described in the Faculty Development Handbook.

Junior faculty leaves are extremely competitive as there are only three such awards offered each year and there is no opportunity for revision of proposals within this category.   In like fashion, ASD, CD, and ID grants, as well as senior faculty leave proposals, are never eligible for revision in the same granting period.

Sabbatical leave proposals, however, are treated differently.   The FDC views its role as developmental for these proposals and revisions may be suggested before a final determination is made.

When assessing proposals for ASD grants, and sabbatical and junior leaves, the most common issues that confront FDC members include: a clear description of the proposed methodology and explanation of the project in language that is understandable for a non-specialist.  If there is any uncertainty on the part of the submitter with respect to the suitability of the text, we encourage our colleagues to seek the counsel of former members of the FDC who are outside of the applicant’s discipline.   This is an important criteria and faculty should be counseled appropriately with regard to the importance of addressing these issues.

When applying for leaves, external letters of support are most helpful when written in a professional manner, when the author’s expertise in the field is clearly explained, and when the author comments both upon the importance of the project to the relevant of field of study and the leave applicant’s ability to carry out the project.   We feel that it would also be important for the author to briefly describe his/her relationship with the applicant.

When writing a letter of support for a colleague who is applying for a leave, it is useful to note that strong letters do more than simply summarize an applicant’s proposal.  They explain how the project to be conducted during the leave fits within the colleague’s general area of expertise, what makes the proposal a useful contribution to the relevant field of inquiry, how the applicant will personally benefit from the leave, and that department staffing and resource considerations can be met during the colleague’s absence, should the proposal be judged successful.

If a faculty member is uncertain about any of the criteria described in the Faculty Development Handbook, they are encouraged to discuss the issue with the current chair of the FDC well in advance of the proposal deadline.

 If a faculty is seeking support through the CD award program to change an existing course, the committee often struggles with the definition of a ‘significant’ change.   They should be counseled to clearly describe the current course instructions practice and how the proposed changes represent a significant pedagogical alteration.
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