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SCHOOL OF FAMILY, CONSUMER, AND NUTRITION SCIENCES

PERSONNEL POLICIES AND PROCEDURES

ARTICLE 1:
COMMITTEE COMPOSITION AND PROCEDURES


1.1
The Personnel Committee (hereafter termed Committee) shall be composed of the Chair 



of the School of Family, Consumer, and Nutrition Sciences (hereafter termed School)



(Ex-officio, no vote), the School representative to the College Council (ex-officio, no 

vote), three elected members, and an alternate member.  The College Council 

representative will act as a liaison between the Council and the School.


1.2
Persons eligible for membership on this Committee shall be tenured or tenure-track,



full-time, regular faculty who have at least two years of continuous full-time service in the



School.  A person planning to apply for tenure or promotion may not serve on the 

Personnel Committee during the year that his/her application is being considered.

1.3
The first year that these policies and procedures are in effect, two regular members shall


be elected to one year terms and one shall be elected to a two year term.  Subsequently,


each year there will be an election for one one-year member and one two-year member.


No member may serve as a voting member for more than three consecutive years.

1.4
No more than one faculty member from the same division or area may be elected as a


regular member of the Committee.  No more than one regular member may be 

nontenured.

1.5
The alternate member of the Committee shall be elected following the election of the


regular Committee members.  The alternate member shall observe (no voice) all merit


rating deliberations other than his/her own.  The alternate member shall fully participate


in the annual review of Committee members.  The alternate member shall also serve in


deliberations of sabbatical if one of the regular members of the Committee is applying


for sabbatical.  The alternate member shall attend other meetings only when permanently


replacing a regular member of the Committee or when serving in deliberations for tenure


or promotion if needed to fulfill the requirements for participation of tenured faculty


members.  For tenure and promotion decisions, the alternate member shall substitute


for a regular Committee member who is not tenured.  If one of the regular Committee


members is not tenured, the alternate member shall be from the same division or area


as the nontenured Committee member.  If all the Committee members are tenured, the


alternate member may be elected from any division or area, if possible.  If more than one


regular member is not tenured, sufficient alternate members shall be elected to constitute


a Committee of three tenured members, one from each division or area, to process 


tenure and promotion applications.

1.6
Elections shall be held each spring with the new Committee having its first meeting early


in May.  The School Nominations & Elections Committee shall conduct the elections 


according to the “Procedures for Committee Elections in the School of Family, Consumer,


and Nutrition Sciences.”

1.7
In case of a prolonged absence of a Committee member, a vacancy shall be declared by


the Committee.  One vacancy may be filled by the elected alternate as long as that does


not cause more than one member to be from the same division or area.  Additional 

vacancies shall be filled within two weeks by special election in the same manner as

described for regular members.
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1.8
Eligible faculty members who have voting privileges for electing members to the


Committee shall be tenured and tenure-track, full-time, regular faculty, except those


who will not have faculty appointments for the following year.

ARTICLE 2:
DUTIES OF THE COMMITTEE


2.1
Maintain personnel policies and procedures for the School based upon the University



and College of Health & Human Sciences Personnel Policies and Procedures, subject



to approval by regular, full-time faculty members.


2.2
Distribute copies of the current policies and procedures to continuing and new regular,



full-time faculty members.


2.3
Maintain written guidelines for implementation of the approved policies and procedures.


2.4
Effectively implement those policies and procedures in a way consistent with due 


process.


2.5
Provide faculty members with current timetables and application forms for various



personnel actions.


2.6
Review all applications for tenure, promotion, and sabbatical leave, and forward



recommendations to the College with appropriate materials.


2.7
Coordinate with the School Chair the solicitation of internal letters of reference for



promotion and/or tenure applications.


2.8
Review annual performance of faculty and award merit ratings based upon the criteria



set forth in the School’s Personnel Policies and Procedures.


2.9
Recommend to the School Chair a method of distributing merit salary increases, with



faculty approval, in keeping with current College and University guidelines.


2.10
Review requests and/or recommendations for adjustments due to extraordinary merit



and/or inequity.


2.11
Review faculty members’ performance for progress toward tenure.


2.12
Conduct performance review of the School Chair.

ARTICLE 3:
COMMITTEE OPERATING PROCEDURES


3.1
CONFIDENTIALITY AND COMMUNICATION


3.1.1
Personnel Committee members shall respect the confidentiality of the




personnel evaluation process.
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3.1.2
All materials read and discussions by the Committee pertaining to




individuals being evaluated shall be kept in strict confidence.  All information




shall be transmitted to faculty members only through the School Chair and/or




the Committee Chair, except when a member is designated by the Committee




as an official representative for any communication.



3.1.3
Violation of this confidentiality may be grounds for removal from the Committee.



3.1.4
Communication from individual faculty members should be directed to the




Committee as a whole, through the Committee Chair, rather than to individual




Committee members.  Any faculty member may request a conference with the




School Chair or the Committee Chair for interpretation of the communications or




decisions.



3.1.5
Written communications from the Personnel Committee to individual faculty




members shall be made over the signature of the Committee Chair, following




discussion and concurrence of the Committee.  The School Chair will either sign




the Committee communication or simultaneously submit a differing 

communication.

3.1.6
Nothing in this section will interfere with an individual faculty member’s access to


documents used in personnel actions according him/her, with the exception of


evaluative statements solicited from individuals, which are kept confidential in


accordance with University Bylaws (11.1).  Thus, on request, faculty members

will be given copies of all recommendations of the Personnel Committee, including School and Committee letters of support and related narratives.

3.2
COMMITTEE MEETINGS


3.2.1
The Committee shall be convened in May by the School Chair, or the continuing



member, to elect a Committee Chair and a Secretary from its membership.


3.2.2
A meeting of the Committee may be called by the Committee Chair, the School



Chair, or by two or more members of the Committee.


3.2.3
All regular members of the Committee may vote.  Approved motions require 



acceptance by two of the three elected regular members.


3.2.4
A quorum for a scheduled meeting requires two regular members and at least



one ex-officio member.  When decisions to be made concerning annual review,




promotion, tenure, progress toward tenure, or sabbatical leave, a quorum shall




be three voting members.  Decisions shall be made by a simple majority vote.



3.2.5
Records shall be kept of all meetings and filed with the School Secretary at the




end of each academic year.


3.3
DOCUMENTATION OF FACULTY MEMBER PERFORMANCE


3.3.1
One copy of all documents for appropriate personnel action shall be submitted




with supportive materials to the Committee Chair by the date designated in the




timetable.  Newly appointed faculty members do not complete a Faculty Service




Report during the first year.
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3.3.2
Documents to be reviewed by the Committee for annual merit review:




3.3.2.1
Student course evaluations for all courses.  However, summer and 





off-load courses are optional, at the request of faculty member 





(provided by the School).





3.3.2.1.1
Tally of student evaluations for all School faculty,







in rank order by course ratings





3.3.2.1.2
Tally for each course grouped by each faculty member




3.3.2.2
Required of all faculty





3.3.2.2.1
Faculty Service Report





3.3.2.2.2
Course syllabi





3.3.2.2.3
Copies of books and articles (submitted, under revision,







accepted or published); proposals (submitted, funded or







not); and manuscripts (submitted, presented, or 

abstracted); and completed reports of grants, sabbatical

leave, or other paid leave


3.3.2.3
Optional



3.3.2.3.1
Self-evaluation of courses.  Comments on each course





taught in the previous year.  For each course include 





statements such as attempts to improve the teaching of 





the course, changes in strategies, approaches, etc.  





Examples, if appropriate, should be included.  This 

material should not duplicate data already in the Faculty

Service Report except for possible elaboration.



3.3.2.3.2
Comments on all three categories in the Faculty Service





Report, not duplicating data already included except for





possible elaboration



3.3.2.3.3
Other supporting materials such as samples of advising





materials or letters from professionals outside the 




University

3.3.3
Documents to be submitted by the applicant for review by the Committee 


for other actions.


3.3.3.1
Sabbatical Leave – Application according to University guidelines


3.3.3.2
Promotion and/or Tenure



The University format for recommendation for promotion and tenure and



supportive documentation completed by the applicant.  Supportive



documentation includes works published or accepted.
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3.3.4
The School shall provide the following for promotion and/or tenure decisions:


3.3.4.1
Progress Toward Tenure evaluation for all years since NIU hire,



if applicable


3.3.4.2
Annual Merit Review ratings for all categories, and overall for all years



since NIU hire or most recent promotion

ARTICLE 4:
ANNUAL MERIT REVIEW


4.1
RATING SCALE FOR ANNUAL MERIT REVIEW



In each performance category, faculty members will be rated on the following ten-point



scale:





Rating


Description




 9-10


Outstanding





 7- 8


Highly Satisfactory





 5- 6


Satisfactory





 3- 4


Minimally Satisfactory





 1- 2


Unsatisfactory


4.2
CRITERIA FOR ANNUAL MERIT REVIEW



4.2.1
PROFESSIONAL DEVELOPMENT AND SERVICE




(It is not expected that a faculty member will have met every criterion under




 each category.)




4.2.1.1
Criteria for Satisfactory Performance (Rating 5-6) includes some of





the following:





4.2.1.1.1
Attend workshops, lectures, clinics, training, on/off







campus, or make other efforts to increase knowledge







related to professional field




            *4.2.1.1.2
Create opportunities to share information with 

colleagues

4.2.1.1.3
Has membership in or affiliation with recognized



professional organization(s) appropriate to one’s



discipline

            *4.2.1.1.4
Contribute to professional organizations, e.g., serve




as an elected or appointed officer or member of 




committees; review articles, books, or other materials




for an organization; other


4.2.1.1.5
Attend regularly and participate constructively in 




committees, meetings, etc.


4.2.1.1.6
Accept responsibility when so designated or when




appropriate
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4.2.1.1.7
Meet essential deadlines consistently and follow




appropriate procedures


4.2.1.1.8
Disseminate professional information to the public


4.2.1.1.9
Participate in community organizations related to area of




professional expertise


4.2.1.1.10
Fulfill requests for consulting, radio/TV presentations, 

and interviews, etc.

4.2.1.1.11
Perform other activity deemed appropriate for this 


category

*Indicates greater expectations by increasing rank for Assistant, Associate, and Professor.




4.2.1.2
Criteria for Highly Satisfactory (Rating 7-8) includes most of the above 

and one or more of the following items.  For Outstanding Performance

(Rating 9-10) additional achievement is expected.

4.2.1.2.1
Facilitate colleagues’ professional development

4.2.1.2.2
Take responsibility for organization of an on- or off-



campus lecture, workshop, meeting, beyond university



assignment

            *4.2.1.2.3
Serve as a major officer in recognized professional




organization at state or national level


4.2.1.2.4
Receive award or honor for professional service


4.2.1.2.5
Demonstrate leadership in committee work at the 




School, College, or University level

            *4.2.1.2.6
Fulfill requests to serve as a recognized authority in




the area of expertise through consulting, radio or TV




presentations, interviews, etc.


4.2.1.2.7
Noted accomplishments in items listed in 4.2.1.1


4.2.1.2.8
Perform other activity deemed appropriate for this 

category


4.2.1.3
Criteria for Unsatisfactory Performance (Rating 1-2) may include the



following;



4.2.1.3.1
Lack of adequate evidence of professional involvement





in on- or off-campus lectures, workshops, or meetings



4.2.1.3.2
Limited affiliation with appropriate professional





organizations
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4.2.1.3.3
Lack of adequate involvement in appropriate committees





or groups



4.2.1.3.4
Cause serious problems as a result of failure to meet





deadlines and/or follow policies and procedures



4.2.1.3.5
Exhibit unprofessional conduct



4.2.1.3.6
Perform other criteria deemed appropriate for this





category



4.2.2
TEACHING, STUDENT COUNSELING, AND STUDENT DEVELOPMENT




(It is not expected that a faculty member will have met every criterion under




 each category.)




4.2.2.1
Criteria for Satisfactory Performance (Rating 5-6) includes some of the





following:





4.2.2.1.1
Provide students with course syllabi which include 

subject content, objectives, performance requirements

for assignments, and evaluation criteria



4.2.2.1.2
Modify course in relation to the curriculum





4.2.2.1.3
Develop and/or revise course material and content in







view of new developments and research findings





4.2.2.1.4
Accord teaching and laboratory responsibilities







appropriate priority in management of time and 

resources

4.2.2.1.5
Assist students in the successful completion of 



projects, theses, and independent studies

4.2.2.1.6
Maintain office hours for work with students regarding



class-related activities

4.2.2.1.7
Receive overall average rating (from student



evaluations) from all courses in the range of 3-4 on a



5-point scale

4.2.2.1.8
Try new and expanded current teaching strategies



and methods

4.2.2.1.9
Cooperate in sharing course materials and ideas with



other faculty members

4.2.2.1.10
Contribute to the development of library, laboratory,



and other supportive learning resources
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4.2.2.1.11
Establish appropriate advising routine including 



establishing and meeting advisement hours, 



maintaining written records of individual advising in



students’ files, and keeping abreast of University,



School, and major requirements and changes

4.2.2.1.12
Provide information about realistic employment




opportunities for students

4.2.2.1.13
Complete letters of reference when requested

4.2.2.1.14
Perform other activity deemed appropriate for this



category




4.2.2.2
Criteria for Highly Satisfactory (Rating 7-8) includes most of the above





and one or more of the following items:





4.2.2.2.1
Receive positive feedback from students, alumni, and







other faculty members, that is not personally solicited





4.2.2.2.2
Receive recognition as superior teacher or other 







recognition from within the School





4.2.2.2.3
Receive an average on the overall ratings from student







evaluations in all courses in the range of 3-4 on a 5-point







scale





4.2.2.2.4
Is instrumental in defining and developing curriculum for







division or area including new course development





4.2.2.2.5
Consistent attendance at events that support students 







and alumni





4.2.2.2.6
Serve as a faculty adviser for a student group





4.2.2.2.7
Direct students in the successful completion of 

independent studies, college teaching, honors theses,

Master’s theses and projects, practicums, and 

internships beyond the normal teaching load

4.2.2.2.8
Provide additional contributions in assisting students



in preparation for comprehensive and/or professional



examinations

4.2.2.2.9
Provide appropriate opportunities for students with



diverse learning styles
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4.2.2.2.10
Hold students to high expectations

4.2.2.2.11
Initiate and organize nomination of students for awards

4.2.2.2.12
Teach a course beyond the normal assigned course load

4.2.2.2.13
Develop innovative methods that are adopted by 



colleagues in the School

4.2.2.2.14
Develop handbooks for students and/or organize 

advising meetings


4.2.2.2.15
Perform other activity deemed appropriate for this 




category, including noted accomplishments in areas




identified as satisfactory performance

4.2.2.3
Criteria for Outstanding Performance (Rating 9-10) includes many of the


above and one or more of the following:


4.2.2.3.1
Receive frequent and positive feedback from students,




alumni, and other faculty members that is not personally




solicited


4.2.2.3.2
Demonstrate excellence in significantly updating a 

regular course, teaching a new course, or teaching a

course beyond the normal assigned course load

4.2.2.3.3
Receive an average on the overall ratings from student



evaluations in all courses in the range of 4-5 on a 5-point



scale

4.2.2.3.4
Direct students in the distinguished performance of



graduate theses and projects, college teaching, 



practicums, and internships beyond the normal teaching



load

4.2.2.3.5
Demonstrate excellence in teaching by receiving an 

award for teaching, mentoring, or advising at the college

level or higher

4.2.2.3.6
Develop innovative methods of teaching that are 

recognized by others outside the School

4.2.2.3.7
Perform other activities deemed appropriate for this



category, including noted accomplishments in areas



identified as highly satisfactory performance

4.2.2.4
Criteria for Unsatisfactory Performance (Rating 1-2) includes:


4.2.2.4.1
Perform with an inappropriate level of flexibility which




fails to meet student needs and maintain fairness
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4.2.2.4.2
Receive frequent complaints concerning the instructor, 

grading, course content, course evaluation, or other course aspects

4.2.2.4.3
Use class or laboratory time for personal pursuits, such as preparation for other classes

4.2.2.4.4
Show lack of evidence of student evaluations

4.2.2.4.5
Fail to facilitate completion of graduate students’ programs

4.2.2.4.6
Fail to fulfill criteria as stated in 4.2.2.1.11

4.2.2.4.7
Frequently provide erroneous or confusing advising information

4.2.2.4.8
Have unexplained absences from assigned responsibilities

4.2.2.4.9
Exhibit unprofessional conduct in teaching or advising

4.2.2.4.10
Perform other activities deemed appropriate for this category



4.2.3
SCHOLARSHIP, WRITING, AND RESEARCH




It is expected that (1) faculty will engage in ongoing and multiple activities



related to scholarship, writing and research, and (2) faculty need to provide



evidence of performance and products.




*Indicates greater expectations by increasing rank for Assistant, Associate,




and Professor




4.2.3.1
Criteria for Satisfactory Performance (Rating 5-6) includes one or more 





of the following:




            *4.2.3.1.1
Show tangible evidence of research and scholarly 

activity including such activities as writing of literature

review, data collection, analysis of data, preparation

of manuscript, or submission of an NIU IRB form.

   


             4.2.3.1.2
Submit internal grant proposal.



             4.2.3.1.3
Submit as a minor author an article subject to peer







review.





4.2.3.1.4
Write grant proposal for external funding.




            *4.2.3.1.5
Publish minor publication of research (not peer







reviewed) such as abstract, book reviews, letter to







journal, or article in state, national, or international







organization newsletter.
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4.2.3.1.6
Develop research-based training, workshop, seminar,







short course for professionals or practitioners.




4.2.3.1.7
Perform other activity deemed appropriate for this







category




4.2.3.2
Criteria for Highly Satisfactory Performance (Rating 7-8) includes two of





the above and one or more of the following:





4.2.3.2.1
Publish as an author a research report, scholarly







manuscript, or book in a recognized professional outlet,







subject to critical peer review






4.2.3.2.2
Author peer reviewed published abstract, oral 






presentation, workshop, poster session, or article







in conference proceedings.





4.2.3.2.3
Received an internally funded grant.




4.2.3.2.4
Submit external grant proposal.





4.2.3.2.5
Author invited national or international presentation







or workshop.





4.2.3.2.6
Submit as a major author an article subject to peer







review.





4.2.3.2.7
Perform other activity deemed appropriate for this







category.




4.2.3.3
Criteria for Outstanding Performance (Rating 9-10) includes three or 





more from the above major categories [4.2.3.1 or 4.2.3.2]:




4.2.3.3.1
Publish as a major author or co-author a book chapter






or an article subject to critical peer reiew.





4.2.3.3.2
Publish book in a recognized professional outlet






to peer review.





4.2.3.3.3
Receive externally funded grant.




4.2.3.3.4
Give invited keynote or plenary address  at regional







or state conference.





4.2.3.3.5
Give invited keynote or plenary address at national or







international conference, convention, or major research






institution or conference.





4.2.3.3.6
Perform other activity deemed appropriate for this







category
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4.2.3.4
Criteria for Unsatisfactory Performance (Rating 1-4) includes one or





more of the following:





4.2.3.4.1
Show lack of evidence of initiation or progress toward







completion of scholarly activity, manuscript, or research





4.2.3.4.2
Fail to fulfill funded grant obligations





4.2.3.4.3
Fail to account for university resources related to







research





4.2.3.4.4
Violate ethical research standards as outlined by the






Office of Research Compliance.





4.2.3.4.5
Perform (or fail to perform) other activity deemed 






appropriate for this category



Faculty members are required to document scholarly activities by including  in supporting


documents tangible evidence.  Examples of tangible evidence of work in progress 


includes manuscripts, IRB form or screening form, survey instruments you are 



developing, or training materials.  Evidence for presented materials includes abstracts,


handouts from presentation copy or conference program page with citation and/or power 


point outline.  Evidence of published scholarship includes page proof of articles, 


manuscripts with acceptance letter, etc.



Faculty members are reminded to refer to Office of Research Compliance



www.grad.niu.edu/orc/



FCNS recognizes that our disciplines differ in their recognition of the value of peer


reviewed abstracts and articles published in or for conference proceedings.  Faculty


members are responsible for providing explanation and evidence of the scholarly 


significance of this outlet.  For example, that articles in scholarly journals in this 


discipline regularly cite this conference’s proceedings.


4.3
DISTRIBUTION OF MERIT DOLLARS

The distribution of merit increment will be based on performance as assessed by merit rating and rank.  A weighting of 1.0 will be used for Assistant Professors, 1.1 for Associate Professors, and 1.2 for Professors.

ARTICLE 5:

PROMOTION CRITERIA

5.1
PREREQUISITES FOR PROMOTION



In order to be considered for promotion, two prerequisites must be met:



5.1.1
Academic qualifications




5.1.1.1
In traditional academic positions possession of an earned doctorate





in the appropriate field, or appropriate terminal degree in the
appropriate field
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5.1.1.2
In positions in which a major portion of the assigned duties are of a





clinical nature and where professional practitioner experience** is 






more appropriate than the doctorate, a master’s degree and several 





years of meritorious performance in teaching, scholarship, and service





**Professional practitioner experience refers to experience in the





   appropriate professional field other than college teaching and





   its associated duties.  This experience is essential for effective





   teaching and clinical supervision in the assigned area and may





   be specified by an accrediting agency.



5.1.2
Time in rank, as prescribed by the University Bylaws

5.2
EVALUATION CRITERIA FOR PROMOTION





Consideration for promotion is based upon an evaluation of performance related to


teaching, scholarship, and university and professional service appropriate for 



promotion to a higher rank.  This evaluation shall parallel criteria described for the



annual merit review.  Major emphasis shall be placed upon the cumulative 



performance since hiring or the most recent promotion.  However, satisfactory merit



ratings on annual merit reviews do not guarantee promotion to a higher faculty rank.



5.2.1
Teaching.  Effectiveness is mandatory.  Refer to 4.2.2



5.2.2
Scholarship.  Refer to 4.2.3.  In addition, internal letters of reference by




persons within the School and University shall be invited



5.2.3
Service.  The applicant will present a record of service in the areas listed




below.  The applicant should note offices held, committee memberships, etc.,




as well as the nature of the position (elected, appointed, voluntary) and the 




contribution made.  Refer to 4.2.1



5.2.4
Criteria for extraordinary record of achievement and extraordinary circumstances




justify early promotion.  Recommendation for promotions prior to completion of




the time in rank prescribed by the University Bylaws requires that the applicant




has clearly exceeded the usual expectations for promotion.  Key factors in




assessing this achievement should be the existence of special circumstances as




defined by the College and the quality of all accomplishments.

5.3
LEVEL OF ACHIEVEMENT APPROPRIATE FOR PROMOTION



5.3.1
To Assistant Professor




5.3.1.1
Degree requirements as stated in 5.1.1




5.3.1.2
Teaching.  Evidence of effectiveness in teaching




5.3.1.3
Scholarship.  Promise of potential research and scholarly strength





as indicated by achievements in at least the areas listed under 4.2.3
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5.3.1.4
Service.  Promise of professional leadership potential as evidenced by





by effective participation in the area and School, in local or district





professional organizations, and in community service



5.3.2
To Associate Professor




5.3.2.1
Teaching.  Evidence of continued effectiveness




5.3.2.2
Scholarship.  Evidence that the applicant is in the process of achieving





professional recognition in research and scholarly activity as indicated 





by achievement in the areas listed under scholarship (4.2.3).  The level





of achievement should be distinctly above the minimum levels expected





of the majority of assistant professors.




5.3.2.3
Service.  Increasing evidence of leadership and effectiveness in service





activities.  Recognition as evidenced by election or appointment to key




positions within the School, College, University, and state and/or national





professional organizations.



5.3.3
To Full Professor




5.3.3.1
Teaching.  Evidence of continued effectiveness




5.3.3.2
Scholarship.  Evidence that the applicant has achieved national





recognition as indicated by major contributions in scholarship (4.2.3).





At this level, the applicant is performing as a recognized and respected





contributor and leader in the profession.  The applicant is performing in





a senior or leadership capacity, as a senior author, project director, 





invited speaker at major meetings, etc.




5.3.3.3
Service,  In addition to service within the University, the applicant should





exhibit leadership within the profession.  This may involve appointment 





to national office, committees, and boards.  The applicant will be 





evaluated not so much on the quantity of service, as on the quality of





contributions.

ARTICLE 6:
TENURE CRITERIA



6.1
An applicant for tenure who has received Unsatisfactory ratings in overall annual merit

review two out of three consecutive years shall not be recommended for tenure.  However, satisfactory merit ratings on annual merit reviews do not guarantee tenure.


6.2
An applicant for tenure shall have received positive assessments in progress




toward tenure evaluations or provide evidence that identified inadequacies




have been removed by the time of application.



6.3
Tenure will not be recommended for a faculty member who would continue in the




rank of instructor.


6.4
Ordinarily, criteria for tenure are similar to those for promotion to the rank of 



Associate Professor.  Tenure should not be considered for an Assistant Professor 




without concurrent consideration for promotion to Associate Professor except in




unusual circumstances.
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In the case of these exceptions, the criteria to be applied would be those of the




rank the applicant holds and a statement should be development that describes the




growth needed for promotion.



6.5
Normally, faculty members are considered for tenure in their sixth year of service.  If




the faculty member has taught in an institution of higher learning in excess of three




years, then he/she must be considered for tenure as determined at the time of 



employment at Northern Illinois University.


6.6
Faculty members who are presently Associate or Full Professors may be eligible for




tenure if they meet the criteria designated for the rank they hold and length of service




required, and show evidence of continuous scholarly productivity.


6.7
Criteria for extraordinary record of achievement and extraordinary circumstances 




justify early tenure.  Recommendation for tenure prior to completion of the probationary




period agreed upon at the time of hiring requires that the faculty member has clearly




exceeded the usual expectations for tenure.  Key factors in assessing this achievement




should be the existence of special circumstances as defined by the College and the




quality of all accomplishments.

ARTICLE 7:
PROGRESS TOWARD TENURE




All nontenured, tenure-track faculty members shall be evaluated annually for progress




toward tenure as outlined in Section V of the College Personnel Policies and Procedures.




The criteria used shall be the same as those described for annual merit review as stated




in the Personnel Policies and Procedures of the College.  The Personnel Committee




Chair and the School Chair will send the annual progress toward tenure evaluation to



the faculty member and to the College.  The evaluation letter will invite the faculty 



member to meet with the School Chair and the Personnel Committee Chair to address


questions about the evaluation and the tenure and promotion process in general.


In the spring semester of the third and fifth years of employment (in the case of a seven-



year tenure track) or in the spring semester of the second year (in the case of a four-year



tenure track) the School Chair and the Personnel Committee Chair will conduct a



thorough and formal evaluation and send a letter to the faculty member evaluating their


progress toward tenure and a copy to the College.

 ARTICLE 8:
SABBATICAL LEAVE



Requests for sabbatical leave shall be acted upon in accordance with the University and



College Bylaws.

ARTICLE 9:
RECONSIDERATION


9.1
Any faculty member who feels that the materials presented in the Faculty Service Report,



Application for Sabbatical Leave, or the Recommendation for Promotion or Tenure forms 



have not been interpreted in a proper light by the Personnel Committee has the right to



request reconsideration of the materials by the Committee prior to the recommendation



being forwarded to the College.
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9.2
Serious efforts will be made to handle all reconsiderations in as collegial a manner as possible.  In keeping with University policy, the School’s goal shall be to resolve discrepancies at the school level if at all possible.


9.3
Refer to College Personnel Policies and Procedures for further information concerning 



reconsideration or appeal.

ARTICLE 10:
REVIEW OF AREA COORDINATOR



10.1
The School Chair shall solicit, from area faculty members, written evaluations of area




coordinators.  A summary of the evaluations shall be shared only with the individual



coordinator.  The School Chair’s evaluation of the Coordinator shall consider these



evaluations.

10.2
The overall annual merit rating of each Coordinator shall be a composite of the Committee’s rating and the Chair’s rating, proportional to the proportion of time committed to the faculty member and Coordinator activities.
ARTICLE 11:
REVIEW OF THE SCHOOL CHAIR

11.1
The criteria for annual evaluation of the Chair shall be the extent of satisfactory performance on the duties described in the Responsibilities of the School Chair as outlined in the Northern Illinois University Academic Procedures Manual.

11.2
Annual review of the School Chair shall be conducted in accordance with the College Personnel Policies and Procedures.



11.2.1
All regular full-time faculty and no-rank faculty shall receive the scanable version





of the Administrative Effectiveness Appraisal form along with a copy of the




Responsibilities of the School Chair as outlined in the Northern Illinois University




Academic Procedures Manual.



11.2.2
Completed forms shall be returned to the Committee Chair.



11.2.3
The Committee Chair and the Secretary shall open the envelopes containing the





forms, count them, and determine that the forms have been marked so as to be




scanable.  After removal of the comment pages, they will take the forms to 




Testing Services, requesting descriptive statistics to include frequency of each 




rating response, average score for each item, and average of all items.

11.2.4
The Committee, including the College Council representatives, shall meet to discuss the outcome of the evaluation.  During this meeting they shall prepare a summary of the comments submitted by individual faculty members and the descriptive statistics provided by Testing Services, They shall ensure that the summary accurately conveys the content of the comments while protecting the identity of individual faculty members.
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11.2.5
A copy of the descriptive statistics and comment summary shall be given to the School Chair who may request an interview with the Committee.  Following communication with the School Chair, the Committee Chair shall forward the statistics, the comment summary, and the original forms and comments to the College Dean.

11.3
The end of term review of the School Chair shall be initiated by the College Dean and shall be conducted in accordance with the College Personnel Policies and Procedures.

11.3.1
All regular full-time faculty members and no-rank faculty members have the opportunity to participate.

11.3.2
In a meeting with the Dean, the faculty members will identify criteria for the review.  These criteria must include the success in fulfilling the responsibilities of a school chair as identified in the Academic Procedures Manual.  Any additional criteria will be limited to School goals and objectives clearly identified by the School during the Chair’s term.  At this meeting, the faculty members will also draft questions to which 
the School Chair will be asked to respond.  These questions will evoke the Chair’s own evaluation of his/her performance and identification of goals for the upcoming year.

11.3.3
Faculty members will receive a copy of the Chair’s responses to the questions along with a ballot including a space for comments.  Complete ballots will be returned to the Committee Chair.

11.3.4
The Committee shall meet to open and tabulate the ballots, examine the comments, and review the annual evaluation of the Chair over the last term. 

The Committee shall draft a summary and shall conclude whether or not there

is evidence of sufficient 
faculty confidence upon which to base appointment of another term.  The original evaluations, the summary, and conclusions shall be forwarded to the Dean.

ARTICLE 12:
AMENDMENTS TO THE POLICIES AND PROCEDURES


12.1
Proposed amendments to the School Policies and Procedures may be initiated by any



faculty member and presented to the Committee in writing.  The Committee shall review



and share the amendments with the School Chair for voting at a regular or special School



meeting scheduled with appropriate prior notice.  An amendment must be approved by 



two-thirds of the voting members.  Absentee ballots may be used.


12.2
Ordinarily, amendments will be subject to a waiting period of one academic year.  Minor



procedural changes may be implemented in the following academic year.

FCNS PERSONNEL POLICIES & PROCEDURES

Page 18
PERSONNEL POLICIES AND PROCEDURES


Revised and Approved by HFR Faculty – April 1991



Accepted by College Council – April 1991


Revised and Approved by HFR Faculty – 8 October 1993
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Section 3.3.2

Revised and Approved by HFR Faculty – 20 April 1994
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Section 3.3.4

Revised and Approved by HFR Faculty – 10 April 1996

Accepted by College Council


Sections 3.3.4, 4.2.2, 5.2, 6.1

Revised and Approved by FCNS Faculty – 19 April 1999

Accepted by College Council – 5 May 1999


Article 7

Revised and Approved by FCNS Faculty – 9 April 2003


Accepted by College Council – 14 April 2003


Article 4, Section 4.2.3

Revised and Approved by FCNS Faculty - 20 April 200


Accepted by College Council - 5 November 2007
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GUIDELINES FOR IMPLEMENTATION OF PERSONNEL POLICIES

SECTION 1:
PERSONNEL TIMETABLE


1.1
The dates for accepting all materials for personnel action shall be established by the



Personnel Committee (hereafter termed Committee) based upon the College timetable.


1.2
Instructions to complete the Faculty Service Report for annual merit review shall be



mailed to each regular faculty member with the timetable announcement.


1.3
All tenure track faculty members must apply for tenure by at least the penultimate year.



Faculty members planning to apply for tenure, promotion, or sabbatical leave in the fall



shall notify the School Chair in writing by 1 April. .

SECTION 2:
INTERPRETATION OF PERSONNEL CRITERIA


2.1
Work on materials to be published shall be given a merit rating for accomplished work in



progress (including submissions).  Materials accepted for publication will receive merit

rating only once, either when reported as “in press,” or when reported as “published” by the faculty member, not for both occasions.  Members of the Committee may review the prior year’s “Scholarship, Writing, and Research” section of the faculty member’s Faculty Service Report to avoid awarding unintended credit for the same work twice.

2.2
Assignments as editor, associate editor, or assistant editor (or the equivalent) for professional journals will be considered in the categories of Professional Development and Service and Scholarship, Writing, and Research.  When faculty members prepare Faculty Service Reports and promotion applications, they should describe activities that they performed on behalf of the journal under the relevant heading.  Thus, office management, attendance at meetings, developing guidelines or polices, and other administrative details related to editing journals should be reported under the Professional Development and Service heading.  Evaluation and editing of manuscripts should be reported under the Scholarship, Writing, and Research heading.

SECTION 3:
DECISION-MAKING PROCEDURES


3.1
Annual Merit Review



3.1.1
Prior to meeting formally to discuss individual evaluations, elected Committee




members (and the alternate member for appropriate ranks) and the School Chair




shall individually:




3.1.1.1
Carefully review evaluation criteria described in the School Personnel





Policies and Procedures.





3.1.1.2
Identify any faculty members who have been on sabbatical or other






leaves during the year being evaluated.  Evaluation of faculty






members on sabbatical leave would be “Satisfactory” or 






“Unsatisfactory,” based on the faculty member’s sabbatical






leave report.  If this report reflects significant professional activity,






the school personnel committee will award a merit rating which 






will be at least an average of that person’s merit rating for the 






previous three years.  If the report reflects inadequate professional






activity, the merit rating may be lower.
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3.1.1.3
Review all Faculty Service Reports and supportive documentation, 





including self-evaluations, printouts of student course evaluations, tally





of student evaluations for all School faculty by rank of overall course





ratings as well as a tally grouped by each faculty member, and course





syllabi, to determine ratings for each of the three categories.  Materials





should be read, reviewed, and evaluated by rank, beginning with Full





Professors.  Faculty members who have been promoted during the year




under review will be evaluated at the prior rank.

3.1.1.4
Submit a tally of ratings for all faculty members to be evaluated, listing






them by category.  For this tally, and all subsequent tallies, votes





will be submitted to the Committee Chair, or to the College Council





representative for ratings of the Committee Chair, and together they





will prepare necessary composite tallies.



3.1.2
Copies of the composite tally shall be distributed to the faculty members of the 





Committee, excluding their own ratings.  Any category ratings where there is a




difference in ratings by Committee members of two or more points shall be 




reevaluated and new ratings for each category shall be resubmitted.  A revised




tally of individual categories by faculty members will be distributed to faculty




Committee members.



3.1.3
If there are still discrepancies of two or more points in category ratings, the

elected members of the Committee, along with the College Council representative, shall meet to review, discuss, and revote one time.  Each member shall submit a secret ballot rating for the categories being reconsidered.  The College Council representative shall report the votes to all members.  The College Council representative may participate only for points of order or information.  Following this vote, or the voting of the previous section if no discussion or revoting took place, a separate revised tally shall be made of the averages of the Committee’s ratings by category and overall average rating for all faculty along with the listing of ratings by the School Chair.  This tally shall be distributed to all Committee members, including the School Chair.



3.1.4
The faculty Committee members and the School Chair will review the ratings.




For discrepancies between the recommendation of the faculty Committee




members and the School Chair for category ratings with differences of two or




more points, ratings will be revoted upon with votes being submitted for a




revised tally to be developed and distributed.



3.1.5
All members of the Committee shall meet to review and finalize the ratings.




3.1.5.1
Discrepancies between the recommendation of the Committee and





the School Chair for category ratings with differences of two or more





points shall be discussed with attempts at resolving the differences.





If there are still any differences after one revote and if agreeable by the





Committee members and the School Chair, the faculty member’s rating





by categories will be the average of the Committee’s and the Chair’s





rating rounded to the nearest decimal point.  If discrepancies cannot





be resolved by averaging, both recommendations shall be reported with






a written explanation.
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3.1.5.2
The overall merit rating for tenured faculty shall be based on the filed





Annual Merit Review Weighting Agreement (Appendix A).  For untenured





faculty and persons who did not file the Annual Merit Review Weighting





Agreement, the overall merit rating shall be the arithmetic average of the 





three categories, rounded to the nearest whole number, except on rare





occasions.  For those occasions, the justification should be reported on





the form for reporting ratings.  Faculty members not submitting a Faculty





Service Report may receive a score of zero.




3.1.5.3
A final review of all merit ratings will be made and possible adjustments





made (by a vote, if necessary) to insure fairness for all faculty





members.




3.1.5.4
New faculty members will usually receive a rating which is the average





of the scores awarded to other members of their rank, rounded to the





nearest whole number.




3.1.5.5
A faculty member who receives an overall rating of minimally satisfactory





or unsatisfactory shall receive a letter of explanation from the Committee.




3.1.5.6
After ratings have been completed, the School Chair shall indicate any





faculty member receiving an Unsatisfactory rating in the current year and





either of the previous two years so that action may be taken.




3.1.5.7
The School Chair and the Committee Chair will record the ratings on the





forms.




3.1.5.8
At least 15 working days before the ratings are forwarded to the College,

each faculty member shall be notified in writing of the ratings.  Each faculty member’s ratings will be accompanied by a profile of the total faculty ratings in each category and of the overall ratings.



3.1.6
The original copy of the ratings (after reconsiderations) shall be forwarded to the




College Dean.  One copy shall be placed in the file of the faculty member in the




School Chair’s office.

3.1.7
Records of all Committee final reports shall be maintained in each faculty member’s personnel file in the School Chair’s office for a minimum of seven years.

3.1.8
Computationally the distribution of merit dollars will alternate each year between the two methods below, “equal dollars” in even years and “equal percent” in odd years.  The merit rating used in the calculations for each year will be a two-year rolling average (only the current year’s rating for new faculty).  The rolling average will be rounded to tenths of rating points (not to whole numbers).  “Weight in rank” in the following methods are:  (a) Assistant = 1.0; (b) Associate = 1.1; and (c) Professor = 
1.2.
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3.1.8.1
For even years, each person’s salary increase using “equal dollars” 





method is computed as follows:





Step

Calculation





   1

Merit rating x weight for rank = weighted rating





   2

Sum of weighted rating 





   3

Divide available dollars by point sum (Step 2)







to determine value per point





   4

Each person’s salary increase = weighted rating







(Step 1) x value per point (Step 3)



3.1.8.2
For odd years, each person’s salary increasing, using “equal 




percentage” method is computed as follows:




Step

Calculation




   1

Merit rating x weight for rank = weighted rating




   2

Weighted rating (Step 1) x monthly salary = weighted






rating monthly salary




   3

Sum of weighted rated monthly salary (Step 2) for all






faculty = point sum




   4

Divide available dollars by point sum (Step 3) to determine






value per point




   5

Each person’s salary increase = weighted rated monthly






salary (Step 2) x value per point (Step 4)


3.2
Tenure and Promotion Review






3.2.1
Prior to meeting to discuss individual applications for promotion and/or




tenure, Personnel Committee members and the School Chair shall




individually review:




3.2.1.1
All evaluation criteria specified in this document as well as the





University Bylaws and College Personnel Procedures

3.2.1.2 All material submitted by the faculty member.  These materials

may be updated during the review process




3.2.1.3
The faculty member’s annual merit evaluation for the immediate





prior six years in rank




3.2.1.4
The faculty member’s progress toward tenure evaluation letter;





and any written responses from the faculty member (in tenure





cases)




3.2.1.5
The faculty member’s letters of reference



3.2.2
Use of Reference Letters for Promotion and/or Tenure Decisions




3.2.2.1
The School Chair will make known to the School Faculty those





persons who are applying for promotion and/or tenure and 





invite letters of reference


FCNS PERSONNEL P&P GUIDELINES












Page 24



3.2.2.2
Applicants for promotion and/or tenure may personally request





that persons within the School and/or University, especially in





their area of expertise, write letters of reference.  Invited letters





shall be considered in the evaluation and forwarded with the





School recommendation.



3.2.3
Committee members and the School Chair without consultation and before




discussion shall submit a straw vote by secret ballot on the tenure and/or




promotion requests.  Separate votes shall be taken for the tenure and




promotion decisions.




3.2.4
The Committee shall meet with the College Council representative present




and the School Chair for discussion and first vote.




3.2.4.1
If there is agreement, this first vote becomes the Committee’s 





position and it is shared with the School Chair.




3.2.4.2
If there is not agreement among Committee members, or between





Committee members and the School Chair, attempts shall be made





to reconcile the differences.





3.2.4.2.1
The Committee shall then take a second vote and







this vote shall become the Committee’s position







and it is shared with the School Chair.





3.2.4.2.2
If there is agreement between the Committee and the







School Chair, this shall be the decision communicated







to the College.




3.2.4.3
If efforts to reconcile differences fail, a Committee member may submit





a minority report to be included in the material forwarded to the





College.  Irreconcilable differences between the Committee and the





School Chair may also result in the submission of separate reports to





the College.


3.3
Reconsideration



3.3.1
A written note of request for reconsideration must be filed with the Committee




Chair no later than five working days after the day that the faculty member has




been notified of the decision of the Committee.  The request shall identify




specific reasons for the reconsideration.



3.3.2
Any supporting documents (reprints, letters of support, etc.) that may assist




the Committee in its reconsideration shall be presented to the Committee




Chair no later than five working days after the day that the notice of intent




was filed.



3.3.3
The reconsideration hearing shall be scheduled no earlier than two weeks from




the date of the original recommendation notification.  Any additional materials




to be used in the reconsideration hearing shall be in the hands of the Committee




members prior to convening the Committee for reconsideration.
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3.3.4
The individual requesting consideration will have the option of being present at




the meeting of the Committee to answer questions or explain the information




included in the written materials submitted.  The faculty member also has the




option of asking a faculty colleague to accompany him/her as an observer.



3.3.5
The final decision of the Committee shall be made in closed session, during




which time, following discussion, only one revote shall be taken.  The disposition




of the reconsideration shall be communicated by the School Chair and the




Committee Chair to the faculty member with the final recommendation forwarded




to the College.  For annual merit only the revised rating form as recommended 




for an individual faculty member will be retained for the records.

SECTION 4:
PROCEDURES FOR REVISION OF GUIDELINES




Proposed amendments to the School Personnel Policies and Procedures




Guidelines may be initiated by any faculty member and presented to the




committee in writing.  The Committee will review and share the amendments




with the School Chair for voting at a regular or special School meeting scheduled




with appropriate prior notice.  An amendment must be approved by two-thirds




of the voting members.  Absentee ballots may be used.

Updated May 1999

Updated May 2001

Updated April 2003

Updated November 2007

Updated September 2008

Things/Personnel/P&P2008
Appendix A

ANNUAL MERIT REVIEW WEIGHTING AGREEMENT

[for Tenured Faculty]

Name: ___________________________________________________ Date: _____________________

Use this form to indicate the weighting factor you request be applied this year in each of the areas of 

Professional Development and Service; Teaching, Student Counseling and Student Development; and Scholarship, Writing, and Research.  The minimum weighting factor allowed in each area is 25%, and the maximum is 50% unless other percentages have been negotiated with the chair and area coordinator (chair only for coordinators).  Of course, the factors should total 100%.  The default value is one-third for each area.

This form is to be filed with your Faculty Service Report for the year being evaluated.  Renegotiations

Renegotiations are possible but must be done in a timely manner [i.e., within 30 days of the circumstances which require a renegotiation].  
  I.
Professional Development and Service:



Weighting Factor

_________%

 II.
Teaching, Student Counseling, and Student Development:



Weighting Factor

_________%

III.
Scholarship, Writing, and Research:



Weighting Factor

_________%

________________________________________________________________________________________________________________________________________________________________________

SIGNATURES AND AN EXPLANATION ARE REQUIRED IF PERCENTAGES ARE NOT WITHIN THE 

RANGE OF 25 – 50% OR IF THERE HAS BEEN RENEGOTIATION.

The above percentages or changes from the original merit agreement have been reviewed and are acceptable based on the submitted explanation.

________________________________    ______      _____________________________    ______

   School Chair



    Date

Area Coordinator                            Date

01.11.08
