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School of Nursing and Health Studies (NUHS)
Personnel Policies and Procedures

Article 1:
Personnel Policies and Procedures compliance statement

The School of Nursing and Health Studies (NUHS) Personnel Policies and Procedures have been developed in compliance with those of the College of Health and Human Sciences and the University.  They are also guided by the NUHS Personnel Committee Bylaws (see Appendix A).  The Personnel Committee will follow reporting deadlines as established by the College (see Appendix B, Personnel Calendar) 
For supplemental information, see:

1.1
Personnel Policies and Procedure Manual, College of Health and Human Sciences


1.2
University Constitution and Bylaws


http://www.niu.edu/u_council/OUC/constitution.shtml
1.3
University Academic Policies and Procedures Manual 


http://www.niu.edu/provost/policies/index.asp
Article 2:
Purpose of the Review Process

The personnel review process provides a method of annual feedback to faculty members on the effectiveness of their teaching, scholarship, and service efforts.  Further, the process provides the basis for: 

· annual merit evaluations of faculty members 

· annual evaluations relative to progress toward and recommendation for tenure and/or promotion
· annual evaluation of the School of Nursing and Health Studies Chair (NUHS Chair)
· end-of-term evaluation of the NUHS Chair
· recommendations for sabbatical leave

Article 3:
Confidentiality

The School of Nursing and Health Studies (NUHS) abides by the College of Health and Human Sciences statement regarding confidentiality in personnel actions:
Personnel deliberations in the College must be bound by the professional codes of confidentiality accepted by all conscientious professionals.  Faculty members serving on School and College committees concerned with personnel matters must keep confidential those deliberations of the committee which relate to personnel matters.  Further, they must accept that a breach of confidentiality concerning such deliberations is a serious violation of professional ethics and of the personnel guidelines of the College and that it will be so viewed by the College and the University.  The finding or recommendations of all such committees in the College shall be divulged to the appropriately designated individuals only by the chairs of those committees or the school chairs.  This confidentiality provision applies both to oral statements and to written materials.

The personnel review process is a peer process.  All school personnel documents and supporting materials shall be maintained in the faculty members’ personnel file in accordance with Article 12 of the University Bylaws.  At the end of any personnel evaluation/decision process, all Committee members will delete or shred all documents, scantron sheets, notes/comments, and any additional materials related to the evaluation process.  One set of minutes of personnel meetings will be kept in the office of the NUHS Chair.  All other copies of minutes from the Personnel Committee will be destroyed at the end of each academic year.  Minutes will not include specific vote counts on personnel actions.  Motions and outcomes will be reported.  Access to minutes of past personnel actions is limited to individuals at the discretion of the NUHS Chair.

Article 4:
Committee Membership and Structure 

The Personnel Committee shall consist of five voting faculty representatives from the School, two College Council representatives, and the NUHS Chair.  The College Council representatives and the School Chair are non-voting, ex-officio members of the committee.
In accordance with the NUHS Personnel Committee Bylaws (see Appendix A), The Committee shall consist of five members elected from among the regular tenured faculty of the School (two Nursing [NURS], two Public Health/Health Education [PHHE], one At-large).  The term of office shall be two years each for the NURS and PHHE representatives and shall begin in the fall semester and continue through the second summer following election.  One NURS and one PHHE representative is elected in odd years; the other NURS and the other PHHE representative is elected in even years.  The At-large representative has a 1-year term and is elected annually.  Members may succeed themselves.
Faculty representatives to the Personnel Committee must be tenured faculty members.  They must also have been evaluated by the Personnel Committee through at least one full annual evaluation cycle.  If these criteria cannot be met, the NUHS Chair or representative to the College Council will ask the College for an exception to this policy.  In no instance will a non-tenured faculty member of the committee participate in progress toward tenure deliberations for another non-tenured faculty member.  Faculty who will be considered for promotion are not eligible to serve.  In extraordinary circumstances, if there is a lack of eligible faculty members, the NUHS Chair, in collaboration with the Personnel Committee, shall identify an alternate program representative to the Personnel Committee. 
During the first meeting of the academic year, the Personnel Committee will elect a chairperson who will then be responsible for establishing future meetings and coordinating the work of the committee.
Article 5:
The Election

Personnel Committee Membership: Election of Personnel Committee members shall be conducted during the spring semester for the following academic year.  Personnel Committee members shall be elected for two-year terms except for the at-large representative who shall be elected for a one-year term.  Members may succeed themselves.  Terms shall be staggered so as to maintain a degree of continuity on the committee (see Bylaws, Appendix A).
College Council Membership: The two College Council representatives will also be elected in the spring semester for the following academic year.  One College Council representative will be elected from the NURS tenured faculty and one will be elected from the PHHE tenured faculty.  The College Council representatives shall serve staggered two year terms.  As such, each year one representative will be elected. 
To conduct the election, a ballot containing all academic faculty members eligible for election to the College Council and Personnel Committee shall be distributed by the NUHS Election Committee to the tenured and tenure-track, full-time, regular faculty members employed the preceding January 1st through December 31st, except those who will not have faculty appointments for the following year.  Regular tenured faculty members are eligible for election to the Personnel Committee and as College Council Representatives.  Regular tenured faculty members are ineligible to serve on the NUHS PC or as College Council Representatives if they are seeking promotion or are on leave from the University. 

First, the College Council representatives will be elected by tallying votes.  Then, the at-large representative will be elected by tallying votes.  Lastly, the NURS and PHHE representatives will be elected by tallying votes.  Upon completion of the balloting, the Election Committee Chair shall announce the results.
Article 6:
The Function of the Committee

The Personnel Committee must act responsibly and fairly in their discussions and actions.  This includes providing faculty with reasonable deadlines for documentation, adhering to those deadlines, and responding to faculty’s requests in a timely manner.

The Personnel Committee shall be responsible for review and recommendations regarding the following personnel actions:

a. Sabbatical leave requests

b. Sabbatical reports

c. Leaves of absence

d. Annual review of the NUHS Chair

e. End-of-term review of the NUHS Chair

f. Annual review of faculty for merit

g. Requests for tenure and promotion

h. Annual review of progress toward tenure

The Personnel Committee shall also be responsible for:

a. addressing any reconsideration request resulting from its actions
b. making recommendations regarding faculty appointments and faculty retention
c. periodically updating the NUHS Personnel Policies and Procedures

The Personnel Committee will adhere to the deadlines established by the College of Health and Human Sciences for the receipt of requests and reports of personnel action (Appendix B).
Article 7: 
General Operating Procedures

The first meeting of the Personnel Committee during the academic year shall be convened by the NUHS Personnel Committee Chair from the preceding academic year.  During this meeting, the members will elect a Chair of the Personnel Committee (PC Chair).  Thereafter, the PC Chair will schedule future meetings of the committee.  The committee shall meet as often as necessary to conduct its business.
When decisions concerning annual review, promotion, tenure, progress toward tenure or leaves are on the NUHS PC meeting agenda, a quorum shall be all voting members, both College Council Representatives, and the NUHS Chair.  All voting members of the committee must be present for actions to be taken unless the College Council has granted an exception to this policy.

Minutes reflecting all actions (decisions) and recommendations shall be taken and maintained by the Committee Secretary.  A copy of the approved minutes from each meeting shall be submitted to the School.  Approval of minutes shall constitute formal action.

Communication of committee actions and recommendations to faculty shall be the responsibility of the committee chair and/or the NUHS Chair in accordance with the Personnel Committee Bylaws (Appendix A).

Article 8: 
Role and Function of the NUHS Chair

The NUHS Chair is an ex-officio member of the Personnel Committee and may participate in all discussions of the Committee that do not directly involve him or her (e.g., annual review of the NUHS Chair).  The NUHS Chair provides data from an administrative perspective relating to individual faculty performance in the areas of teaching, scholarship, and service for personnel decisions.  The NUHS Chair has a separate and independent vote in all merit, tenure, and promotion decisions. 
In most cases, it is expected that the NUHS Chair and Personnel Committee will agree in their respective decisions.  However, when the NUHS Chair and Personnel Committee do not agree, they must meet and attempt to resolve any differences.  If this process does not yield agreement, the NUHS Chair and the Personnel Committee will submit separate reports to the Dean. 
Each spring, the NUHS Chair, in collaboration with the PC Chair, will draft feedback letters for each faculty member following merit review.  The letter will contain the individual’s merit scores, composite rating, and summary of the Committee’s feedback from the merit review process.  As needed, the feedback letter will also include specific suggestions and/or action plans to address areas of deficiency.  In addition, a formal report including a copy of each faculty’s letter will be reported to the Dean.
Article 9:
Annual Merit Review of Tenured and Tenure-Track Faculty
9.1
Time and Period of Merit Review

Annual merit review of tenured and tenure-track faculty shall be conducted by the Personnel Committee during the spring term and according to the calendar determined by the College.  The period of review shall be the previous calendar year.  An independent merit review of tenured and tenure-track faculty shall be conducted by the NUHS Chair.

9.2
Philosophy of Merit Review

It is the philosophy of the School of Nursing and Health Studies that adequate and responsible merit review should take place in the context of School, program, and individual faculty goals with due consideration of the resources available to meet those goals.

9.3
Procedure for Merit Review

The Personnel Committee shall determine annual merit ratings for faculty using the School’s Criteria for Merit as a guide (see Appendix C).  Documents consulted in assessing merit shall include: Faculty Service Report (FSR; see Appendix F) including the student evaluations of teaching ratings (see Appendix N), the Annual Merit Review Self-Evaluation (see Appendix E), the Faculty Merit Agreement form (Appendix D), and other pertinent data as needed. 


A rating shall be assigned for each of the three categories of the FSR in addition to an overall rating.  The overall rating will represent the weighted average of the ratings from the three categories. 

Differences between the Personnel Committee's ratings and the NUHS Chair's ratings shall be reconciled where possible prior to final assignment of the merit ratings.  At least 15 days prior to submission of the ratings to the college, the faculty member shall receive a written statement of the overall and categorical ratings and a distribution of the annual overall ratings for the faculty of the school.  A personal conference may be arranged between the faculty member and the NUHS Chair.  The chair of the school personnel committee may be included.  The NUHS Chair and the Personnel Committee chair shall jointly report the faculty ratings to the College Dean.

9.4
Reconsideration
The faculty member may submit a written request for reconsideration of merit ratings.  Reconsideration requests must be initiated in writing within 10 working days after distribution of written statements of annual merit ratings to the faculty.  This request must identify specific reasons for the reconsideration.  After the Personnel Committee deliberates regarding the request in conjunction with the NUHS Chair, the NUHS Chair shall inform the faculty member in writing of the results of the reconsideration.  This will occur prior to the time the recommendations are forwarded to the office of the College Dean.

9.5
Merit Ratings


Faculty shall be rated on a ten point scale in each of the three areas included on the FSR and overall.  The following scale shall be used for the assignment of annual merit ratings.

	 9-10
	 Outstanding Performance

	 7-8
	 Highly Satisfactory Performance

	 4-6
	 Satisfactory Performance

	 1-3
	 Unsatisfactory Performance



The percent time devoted to each area on the FSR as prerecorded on the Faculty Merit Agreement form (Appendix D) shall be considered in assigning merit ratings.


Each faculty member shall devote no less than 25% time to any one category of service, teaching, or scholarship.  This does not preclude negotiation within a specific area for less than the minimum commitment with an increase in another area.  Negotiation is the responsibility of the faculty member and requires approvals as outlined on the Faculty Merit Agreement form (Appendix D).


SATISFACTORY OR HIGHER MERIT RATINGS DO NOT GUARANTEE TENURE OR PROMOTION TO A HIGHER FACULTY RANK.


A letter requesting FSRs will be sent to the faculty by the chair of the Personnel Committee at least three weeks in advance of the deadline announced in the letter.  FSRs not received by the deadline may receive a deduction of up to one point in the overall rating for each day beyond the deadline at the discretion of the Personnel Committee.  If a faculty member does not submit a FSR, a rating of ‘zero’ (0) will be assigned in all categories. 

9.6
Annual Merit Review in Special Circumstances
9.6.1
New Faculty



A faculty member in the first year of appointment will not submit a FSR unless the appointment began in January.  A new faculty will usually be assigned the average of the School’s rating of faculty members within the same rank rounded to the nearest whole number.  The School shall justify in writing to the College Dean any instances in which the average is not assigned.

9.6.2
Sabbatical Leaves

Within 30 days after return to regular duties, each person who has been on sabbatical leave shall present to the NUHS Chair and the Personnel Committee a report of personal professional activities during the leave.  If this report reflects significant professional activity, the Personnel Committee will award an overall merit rating which will be at least an average of that person's merit ratings for the previous three years.

9.6.3
Leaves Without Pay

When a faculty member returns from a leave without pay, the sabbatical rules shall apply if the individual has been engaged in professional activities.  In other instances, the individual shall be assured of at least the lowest merit rating earned by that individual in the previous three years, unless the College Dean, at the time the leave was approved, specified that there would be no increment for the year following the leave.

9.6.4
Sick Leave


When a faculty member returns from extended sick leave or disability leave, the College Dean and the NUHS Chair, in consultation with the Personnel Committee, shall make a recommendation to the Vice-President and Provost as to an appropriate salary adjustment for the next year.

9.7
Allocation of Funds for Merit Increases

The NUHS Chair shall use the procedure outlined in Appendix G to distribute the available merit funds among the School faculty.

Article 10:
Feedback

Merit evaluation scores and feedback will be provided to faculty members through a letter written by the NUHS Chair and the Personnel Committee Chair.  Academic faculty members may also request an individual meeting with the NUHS Chair to discuss their performance and subsequent evaluation.  The PC Chair might be included in this individual meeting.
Article 11:
Reconsideration Process

11.1
Procedures for reconsideration
Any faculty member who feels that the materials presented in the Faculty Service Report (Appendix F) or in the Recommendation for Promotion/ Tenure  (Appendix J) 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.  That faculty member may be present during a portion of the reconsideration to point out the meaning or value of those materials deemed inappropriately judged during the original process.  After this portion of the reconsideration, the invited faculty member will be asked to leave to allow the Committee to make its decision.

11.2
Filing deadlines 

A notice of reconsideration request, in writing, must be filed with the Chair of the Personnel Committee no later than ten working days after the day that the faculty member was notified of the decision of the Personnel Committee. 
Reconsideration requests are typically based on the argument that inappropriate procedures were followed by the Personnel Committee or that insufficient or inappropriate criteria or evidence were used in arriving at a recommendation

This request must identify specific reasons for the reconsideration in writing. 

Any supporting documents (reprints, letters of support, etc.) that may assist the Committee in its reconsideration must be presented to the Personnel Committee and NUHS Chair at the time of reconsideration.

11.3
Reporting

The NUHS Chair shall inform the faculty member in writing of the results of the reconsideration prior to the time the recommendations are forwarded to the Dean of the College.
Article 12: 
Promotion Recommendations
12.1
Requests for Promotion

Requests for promotion shall be considered by the Personnel Committee in the fall semester according to the schedule provided by the College (see Appendix B).

12.2
Criteria for Promotion

The School subscribes to the general criteria for personnel decisions as outlined in the University Bylaws, the Academic Procedures Manual, and the College Personnel Policies and Procedures.  The School’s specific criteria are outlined in the Criteria for Tenure and Promotion (see Appendix H).

12.2.1 
Promotion to Associate Professor

The faculty member shall offer evidence of achieving professional recognition among leaders of the discipline.  This may be accomplished through scholarly publications, papers presented at professional meetings, conduct of research, grant submissions to support research, public service related to the discipline, and/or other forms of scholarly, creative, or professional activity.

The individual shall be evaluated for accomplishments in the areas of service, teaching, and scholarship in accordance with the Criteria for Tenure and Promotion (Appendix H).
12.2.2 
Promotion to Professor

The faculty member shall offer evidence for accomplishments in the areas of service, teaching, and scholarship in accordance with the Criteria for Tenure and Promotion (Appendix H).
12.3
Early Promotion

Early promotion may be recommended when a faculty member has an extraordinary record of achievement beyond customary criteria set by the School.  Extraordinary achievement may be demonstrated in several ways.

An extraordinary record of achievement may include evidence of early achievement of consistently outstanding scholarship significantly exceeding that which would ordinarily be expected for timely promotion along with a highly satisfactory performance record of teaching and at least a satisfactory performance record of service.

In cases of recommendations for early promotion, in addition to completing Part II of the Justification for Promotion or Tenure, a separate letter shall be provided from the NUHS Chair explaining the extraordinary record of achievement.  The letter should point out the criteria used by the School and how the faculty member meets these criteria.  The letter should also clearly document extraordinary, as opposed to ordinary achievement.  The faculty member shall submit his or her documents for promotion as described in Section 12.4.
12.4 Procedures for Promotion

12.4.1
Submission of Documents

Faculty members requesting promotion shall submit all documents to the Personnel Committee for discussion by the deadline established by the committee.  Materials required are:
12.4.1.1  Provided by the faculty member:

a. Completed Recommendation for Promotion/Tenure (Appendix J) with supporting documents organized in a notebook

b. One copy of all publications
c. One copy of all grant submissions with decisions

d. All student evaluations of teaching ratings for courses taught at NIU
e. Peer evaluation of teaching reports
f. All annual merit review letters

g. All Progress toward Tenure and Promotion letters

h. Service-related supporting documents

i. Curriculum vitae

Note: These documents will be forward to the College by the Personnel Committee.

12.4.1.2  Provided by the Personnel Committee Chair and forwarded to the NUHS Chair:

a. Completed appropriate section on transmittal form

12.4.1.3  Provided by the NUHS Chair and forwarded to the College:

a. Completed Transmittal form
b. Student assessment of teaching ratings for all courses taught over the last three years, with reference to the departmental mean for each year.
c. A summary of overall effectiveness in teaching, research, and service.
d. Reports from external evaluators

12.4.2
Review of Materials and Recommendations

The Personnel Committee shall meet to review the materials and make a decision.  The committee may request the applicant or other appropriate persons to come before the committee for further information, or it may require editorial changes or additional documentation in the submitted papers.

Each faculty member’s request shall require a separate motion to approve or deny. 
The NUHS Chair shall provide the Personnel Committee with a copy of the Chair’s recommendations after an independent review of the candidate’s materials.  The NUHS Chair shall notify the faculty member in writing of the Personnel Committee’s decision regarding promotion prior to the College deadline.  This ensures that the faculty member can ask for reconsideration before the College Council receives the School’s decision.  If the School’s decision is negative, the faculty member may withdraw the request.
12.4.3
External Evaluations Required for Promotions

The candidate will be asked to provide a list of five potential external reviewers that includes a brief bibliographical paragraph on each potential reviewer.  These individuals must be tenured faculty members outside the University.  The committee will select at least two reviewers from this list.  The third reviewer will be identified by the Committee and/or NUHS Chair and may or may not come from the candidate’s list.  The procedures outlined in Appendix K, External Evaluations: Requirement for Promotions, will be followed.
Article 13: 
Tenure Recommendations
13.1
Requests for Tenure

Requests for Tenure shall be considered by the Personnel Committee in the fall semester according to the schedule provided by the College (see Appendix B).

13.2
Criteria for Tenure

The School subscribes to the general criteria for tenure as outlined in the University Bylaws, the Academic Procedures Manual, and the College Personnel and Procedures.  The School’s specific criteria are outlined in the Criteria for Tenure and Promotion (see Appendix H).

The individual is evaluated on cumulative accomplishments and shall generally show evidence that criteria for promotion to associate professor have also been met.

13.3
Early Tenure 

Early tenure may be recommended when a faculty member has an extraordinary record of achievement beyond customary criteria as established by the School.  An extraordinary record of achievement may include evidence of early achievement of consistently outstanding scholarship significantly exceeding that which would ordinarily be expected for timely tenure along with highly satisfactory performance record of teaching and at least a satisfactory performance record of service.

In cases of recommendations for early tenure, in addition to completing Part II of the Justification for Promotion or Tenure, a separate letter shall be provided from the NUHS Chair explaining the extraordinary record of achievement.  This letter should point out the criteria used by the School and how the faculty member meets these criteria.  The letter should also clearly document extraordinary, as opposed to ordinary, achievement.  The documents needed to request early tenure are the same for those requesting promotion.
13.4
Procedures for Tenure

The procedures for requesting tenure are the same for those requesting promotion (see Article 12.4).
13.4.1
Annual Review of Progress toward Tenure


Tenure-track faculty members will submit their documentation of meeting criteria for tenure annually according to the schedule provided by the Personnel Committee.  The Personnel Committee will review these documents and provide written feedback in the form of a letter to each tenure-track faculty member.  The faculty member will also meet with the NUHS Chair and Chair of the Personnel Committee to discuss their progress toward meeting tenure criteria each year. 

13.4.1.1  Third-Year In-Depth Review

During the mid-point of the tenure-track (usually the third year), each faculty member will receive an in-depth review of their progress toward meeting tenure criteria.  This review includes a peer-review of teaching (see Appendix I).

Article 14: 
Reconsideration
14.1
Reconsideration on Non-reappointment

If an individual is not reappointed and wishes consideration of the decision on the grounds that the decision may have been arbitrary or capricious, that faculty member may request a hearing of the Personnel Committee.

14.1.1 Procedure

The faculty member wishing reconsideration must submit a written request to the Chair of the Personnel Committee that includes a statement justifying the reconsideration on the basis of arbitrary or capricious actions.

The request must be submitted to the Chair of the Personnel Committee within five (5) working days of written notification of non-reappointment.  The committee shall meet within seven (7) working days of receipt of the request to review the documentation.  The committee shall also meet with the faculty member at this time if so requested. 
The NUHS Chair shall provide the committee with a copy of his/her recommendations after an independent review of the faculty member’s request for reconsideration. 

The Chair of the Personnel Committee and the NUHS Chair shall prepare a written response to the faculty member within five (5) working days following the reconsideration.  A copy of the written response(s) shall be submitted by the NUHS Chair to the Dean of the College.
Article 15:
Administrative Review and Evaluation Procedures
15.1
Administrative structure


The Chair is the chief administrator of the School.
15.2
Appointment period and evaluation of the Chair

The Chair of the School is appointed by the Dean.  The Chair’s appointment is a 12-month position.  A job description for the Chair is included in Appendix L.
The Chair shall be evaluated annually using the procedures outlined in the Personnel Policies and Procedures document of the College of Health and Human Sciences.  Upon notification by the Dean of the College through the personnel calendar, the Personnel Committee shall conduct the annual review of the Chair.  The period covered is the previous calendar year or the portion of it served by a new chair.

An Administrative Report shall be completed by the NUHS Chair according to the schedule listed for all faculty members.  During the spring semester, and prior to completion of faculty evaluations, this document and the others described in the School’s Personnel Policies and Procedures document shall be circulated to members of the faculty.

At the beginning of the spring semester, all faculty, supportive professional staff, and regular full-time instructors shall have the opportunity to participate in the evaluation of the Chair by completing the Administrative Effectiveness Appraisal form (AEA, Appendix M) and providing written comments.  Distribution of the AEA form shall be accompanied by a copy of the responsibilities of the chair as outlined in the Northern Illinois University Academic Procedures Manual and other pertinent documents.  Administrative Effectiveness Appraisal forms shall be returned to the Chair of the Personnel Committee by the deadline established by the Personnel Committee.  Upon receipt of the forms, the Personnel Committee shall tabulate the data and determine a composite figure for each item, including overall effectiveness.  The committee has the responsibility to evaluate and interpret both quantitative data (i.e., AEA forms) and qualitative data (i.e., written comments).

A written summary of the evaluation shall be given to the NUHS Chair. Following communication with the NUHS Chair, the Chair of the Personnel Committee shall forward the summary and the original forms to the Dean of the College.  The Dean will consider the results of the annual review of the Chair in the assignment of the increment dollars to the Chair.

15.2.1.
End of term review


The Dean initiates the NUHS Chair’s end-of-term review.  The Personnel Committee shall conduct that aspect of the review relating to academic and clinical faculty opinion, in which all regular continuing faculty have an opportunity to participate.  The nature of the review shall be determined in joint conference with the Dean and the school faculty.  Data from the annual reviews shall be taken into account.  The same procedure used in the annual review of the chair shall be followed for the end-of-term review.
Article 16:
Sabbatical Leave

The university awards sabbatical leaves for the purpose of supporting and encouraging scholarship on the part of individual faculty members in order to strengthen the academic programs of the university.  The criteria upon which the merit of sabbatical leaves shall be judged shall be the quality of the proposed scholarship, the capacity of the applicant to conduct the work, reports on previous sabbatical leaves by the applicant, and the likelihood of the completion of the proposed project.
16.1
Eligibility for sabbatical leave

Any regular, continuing faculty member who has been employed on a full-time basis for at least five years since initial employment or six years since the last sabbatical leave, and who is tenured, may apply for sabbatical leave.  Those policies and procedures described in the Constitution and Bylaws of the University and the personnel policies and procedures of the College will be followed in the application process and in the reporting process.
16.2 
Applying for sabbatical leave


Any faculty member who is qualified and wishes to apply for sabbatical leave shall complete the application using the Request for Sabbatical Leave form available in the School office.  The form will be submitted to the Chair of the Personnel Committee not later than one full year preceding the academic year for which the sabbatical leave is intended. 
16.3
Application review and ranking


The Personnel Committee shall review all applications for sabbatical leave and, where appropriate, make suggestions for changes that will strengthen proposals.  Faculty members will have five working days to complete changes if they so desire.


Once all final proposals are received, the Personnel Committee will rank them according to the professional merit of the proposals.  The NUHS Chair shall participate in this process.  Disagreements between the Committee and the Chair shall be handled according to the University Bylaws procedure.


All proposals shall be identified either as “recommended” or “not recommended” and forwarded to the Dean of the College of Health and Human Sciences.

16.4
End-of-sabbatical report


In accordance with the University Constitution and Bylaws, the Personnel Committee will receive a written report of sabbatical activities from any faculty member who was granted a sabbatical leave.  The report will be due to the Committee no later than 30 days after return to regular duties.


The Personnel Committee will review the sabbatical proposal and the sabbatical leave report as part of their deliberations in recommending merit ratings for the sabbatical year.  The Personnel Committee will forward a review of the end-of-sabbatical report to the Dean to be sent to the Provost.

See Appendix 0, Review of Sabbatical Project Reports.
Article 17:
Policy and Procedure Review
The School’s Personnel Policies and Procedures shall be reviewed by the Personnel Committee annually and any recommended changes voted upon by the faculty.  Any suggested revisions will be reported to the College Council for approval.  Revisions in policies and procedures will usually become effective one year after the date of the final approval by the College Council.

Revisions to the personal policies and procedures may be voted upon at any regularly scheduled faculty meeting.  Proposed revisions must be shared with academic faculty at least one week prior to their discussion at the meeting.  Changes must be approved by a two-thirds majority of those present. 
Article 18:
Personnel Decisions Involving Family Members
Under no circumstances will a member of the faculty participate in any personnel decision affecting that individual’s family member.  During tenure and/or promotion decisions, if the removal of the affected faculty member from the Personnel Committee results in lack of representation of the committee from the individual's specialty area, an election of a substitute representative will be conducted in a manner consistent with the personnel policies and procedures of the School.  However, this subsequent election cannot result in a violation of the tenure rule stated elsewhere in these policies.

In the event that the Chair’s family member is a faculty member, the Chair with the advice and consent of the Personnel Committee and the affected faculty member, will appoint a designee to represent the administration's role in the personnel process.  Ordinarily this will be a tenured member of the faculty.

Approved by NUHS Tenured and Tenure-Track Faculty, 5/13/09
Appendix A

SCHOOL OF NURSING AND HEALTH STUDIES

Personnel Committee Bylaws
A.
Purpose 

The Personnel Committee shall make recommendations concerning all personnel matters, including, but not limited to, (a) appointment and retention, (b) annual merit review, (c) progress toward tenure, (d) tenure, (e) promotion, and (f) sabbatical leaves, with respect to regular faculty of the School of Nursing and Health Studies (NUHS).  The Personnel Committee is responsible for the coordination of the faculty’s annual review of the NUHS Chair and the faculty’s end-of-term review of the NUHS Chair.

B.
Responsibilities 
1. 
Publish a personnel timetable for the School that is in accordance with the timetables of the College and University.

a. 
faculty and the Chair of the School of Nursing and Health Studies (NUHS Chair) will be given a minimum of 15 working days notice to submit personnel documents.

b. 
the deadlines for submission of these documents will be no later than 5 working days prior to the Committee's scheduled deliberations on these matters.

c. 
documents received after the established deadlines will not be reviewed.

2. 
Make recommendations regarding faculty appointments and faculty retention.

a.
Recommend faculty search committee members to the NUHS Chair.

b.
Participate in the interview and faculty selection process. 
3. 
Conduct the annual merit review of regular faculty and forward results to the Dean of the College.

a.
Reconsider personnel decisions made by the committee upon accepting the petitions of individual faculty members.  The NUHS PC works with the NUHS Chair to resolve discrepancies in personnel issues.
b. 
Recommend the pattern of distribution of salary increments to the NUHS Chair.

4. 
Conduct the annual review of progress toward tenure for regular faculty and forward the results to the Dean of the College.
5.
Review candidates for tenure and/or promotion and forward recommendations to the Dean of the College.

6. 
Review requests for sabbatical leaves and forward recommendations in rank order to the Dean of the College.

7.
 Conduct the annual review of the NUHS Chair and, in appropriate years, conduct the end-of-term review; forward results to the Dean of the College.
8.
Develop and review bylaws, policies, and procedures of the Personnel Committee as needed; submit revisions for approval by the General Faculty Council.  

9.
Implement, review, and evaluate sections of the Program Evaluation Plan dealing with personnel matters.

C.
Membership 
1. 
The Committee shall consist of five members, elected from among the regular tenured faculty of the School (two Nursing (NURS), two Public Health/Health Education (PHHE), one At-large).  The term of office shall be two years each for the NURS and PHHE representatives and shall begin in the fall semester and continue through the second summer following election.  One NURS and one PHHE representative is elected in odd years; the other NURS and the other PHHE representative is elected in even years.  The At-large representative has a 1-year term and is elected annually.  Members may succeed themselves.
2.
Two College Council Representatives (one from PHHE and one from NURS) will be elected from among the regular tenured faculty.  Terms of office for College Council Representatives are two years each.  The PHHE College Council Representative is elected in odd years and the NURS College Council Representative is elected in even years. T  The College Council Representatives may not vote at the School level in personnel matters unless that vote has been relinquished at the College level. 
3. The NUHS Chair shall serve as a non-voting ex-officio member of the NUHS PC. 
D. 
Meetings 

1.
Meetings shall be held as needed to carry out the functions of the Committee.

2.
Committee members, including the College Council Representatives and the NUHS Chair, shall be notified in advance of all NUHS PC meetings.

3.
Decisions shall be made by a simple majority of the voting members present. 

4.
When decisions concerning annual review, promotion, tenure, progress toward tenure or leaves are on the NUHS PC meeting agenda, a quorum shall be all voting members, both College Council Representatives, and the NUHS Chair.

E. 
Voting 
1.
The NUHS PC and the NUHS Chair shall make independent recommendations on all personnel matters before conferring to make the final recommendations.

2.
Individual members of the NUHS PC shall not be present for deliberations and votes on personnel matters related to themselves.

F. 
Elections 

1. 
Elections of the NUHS PC and the College Council Representatives shall be held during the spring semester.

2. 
Eligible faculty members with voting privileges for electing members of the Personnel Committee and the College Council Representatives shall be tenured and tenure-track, full-time, regular faculty members employed the preceding January 1st through December 31st, except those who will not have faculty appointments for the following year.

3.
Regular tenured faculty members are eligible for election to the Personnel Committee and as College Council Representatives.  Regular tenured faculty members are ineligible to serve on the NUHS PC or as College Council Representatives if they are seeking promotion or are on leave from the University. 

G. 
Duties

1. 
Members of the NUHS PC shall annually elect a Chair and a Secretary.

2. 
The Chair of the Committee shall

a. 
prepare the agenda for all meetings

b. 
call and preside over all meetings

c. 
communicate personnel decisions to faculty and the Dean as described in Personnel Policies and Procedures

d. 
prepare the annual report

e. 
convene the first meeting of the fall semester prior to electing the Chair for that academic year.

3.
The Secretary of the Committee shall

a. 
record minutes of all meetings

b. 
arrange for the distribution of minutes 

c. 
preside over meetings in the absence of the Committee Chair

d. 
assist the Committee Chair in the preparation of confidential reports.

4. 
The College Council Representatives shall

a. 
serve as a resource for the interpretation of policies and procedures relating to personnel matters

b. 
serve as a liaison between the NUHS PC and the College Council.

5.
The NUHS Chair shall

a. 
provide data from an administrative perspective relating to individual faculty performance in the areas of teaching, scholarship, and service for personnel decisions.

b. 
communicate personnel decisions to faculty of the School and the Dean as described in Personnel Policies and Procedures.

c. 
notify the NUHS PC Chair regarding the availability of merit dollars.

H. 
Confidentiality
The School of Nursing and Health Studies subscribes to the College of Health and Human Sciences statement regarding confidentiality in personnel actions.  Confidentiality refers to protecting individuals' rights to privacy by judiciously protecting information of a personal nature.
1. 
The Committee members shall respect the confidentiality of the personnel evaluation process.

2.
All materials read and discussions held 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 NUHS Chair and/or the NUHS PC Chair, except when the NUHS PC designates another NUHS PC member to be an official representative for communication.

3.
Violation of this confidentiality may be grounds for removal from the NUHS PC as determined by the NUHS PC and NUHS Chair.

4.
Communications from individual faculty members should be directed to the NUHS PC as a whole, either through the NUHS PC Chair or NUHS Chair.  Any faculty member may request a conference with the NUHS Chair or the NUHS PC Chair for interpretation of personnel-related communications or decisions.

5.
Written communications from the NUHS PC to individual faculty members shall be made over the signature of the NUHS PC Chair, following discussion and concurrence of the Committee.  The NUHS Chair will either sign the Committee communication or simultaneously submit a discrepancy report.
6.
Nothing in this section will interfere with an individual faculty member's access to documents used in personnel actions concerning him/her.  Thus, faculty members will be given copies of all recommendations of the Committee, including School and Committee letters of support and related narratives.  In the event of an outside review for promotion and tenure, evaluative statements solicited from individuals outside of the University, as the result of a process of which the faculty member is knowledgeable and to which that person has specifically consented, shall be kept confidential in accordance with University Bylaws (11.1).

Approved by NUHS Tenure and Tenure-Track Faculty, 1/21/09; 5/13/09
APPENDIX B

PERSONNEL CALENDAR
College of Health and Human Sciences

DEADLINES FOR RECEIPT OF REQUESTS AND REPORTS OF PERSONNEL ACTION

These deadlines refer to receipt of requests and reports by the college office.  Personnel committees for schools may establish convenient deadlines within their own schools in order to meet the college deadlines noted here:

Noon of second Monday in September

Requests for sabbatical leaves 








for the next academic year

Noon of first Monday in November


Requests for tenure to be effective 

August 16 of the next academic year

Noon of second Monday in November

Requests for promotion to be effective August 16 of the next academic year

Noon of last Monday in March


Annual reviews of chairs of








the schools

Period of review:  Previous calendar year

Noon of last Monday in March


Annual reviews of the dean








and the associate dean

Period of review:  Previous calendar year

Noon of first Monday in April


Annual evaluations of faculty

Period of review:  Previous calendar year

Noon of fourth Monday in April


Evaluations of progress toward tenure

Period of review:  Current academic year to date

Appendix C
SCHOOL OF NURSING AND HEALTH STUDIES

 CRITERIA FOR MERIT

Preamble
Merit is a recognition of the value of a faculty member's contributions to the program, college, university, or discipline which he or she represents.  Accordingly, all teaching, scholarship, and service activities must meet the following criteria to be considered for merit:

1.
The activity must draw upon the faculty member's disciplinary or professional expertise.

2.
The activity must be part of the faculty member's overall program of teaching, scholarship, and service.

3.
The activity must have a positive influence on students, the university, the community, or the faculty member's discipline.

Activities which will be considered for merit are listed in the sections which follow.  Since these lists are not exhaustive, faculty are invited to submit additional activities for consideration with suggestions as to their equivalency.  Faculty may also petition for higher point values with regard to a particular activity where that activity is believed to represent an extraordinary level of quality or productivity.  The burden of proof, however, rests with the faculty member.  

Faculty members should conduct a self-evaluation, assign points to their activities, justify those points in the FSR as well as through an addendum or on the points tally form, and add self-evaluation points using the form in Appendix B.  Those activities carrying variable point values will be credited with the lowest point value indicated unless the faculty member requests special consideration and can justify a higher point value because of extraordinary efforts.  For example, point values may vary depending on commitment of time and accomplishments (e.g., committee assignments which meet weekly and/or produce tangible outcomes/products may be assigned higher point values than committee assignments which meet less often and/or do not produce tangible outcomes/products, if all other factors are similar).

Supporting documentation should be evident in the FSR and in narrative commentary on the Annual Merit Review Self-Evaluation form (Appendix E) or in an addendum.  Additional documentation may be required by the Personnel Committee for all activities submitted for merit consideration.

CRITERIA
I.
Professional Development and Service
Unsatisfactory Performance (Rating 1-3)
Does not meet criteria for satisfactory performance

Satisfactory Performance (Rating 4-6)
1.
Attends regularly and participates constructively in university, college, department, and/or program committees as assigned

2.
Maintains membership in or affiliation with recognized professional organization(s) appropriate to one's discipline

3.
Contributes to one's profession in a positive manner

4.
Accepts assigned responsibilities where appropriate

5.
Conducts self in an ethical, professional, and collegial manner

6.
Accumulates at least 15 points from service activities

Highly Satisfactory Performance (Rating 7-8)
1.
Meets criteria 1-5 for satisfactory performance

2.
Accumulates at least 30 points from service activities

Outstanding Performance (Rating 9-10)
Meets criterion 1 for highly satisfactory performance and: 

1. Provides evidence of a positive impact that at least one activity had on the profession or university community

2. Accumulates at least 50 points from service activities 

Points*

Service Activities

30


Serves satisfactorily as a program coordinator or director



10-20

Serves as chair of a university, college, department or program level committee

10-20


Participates in continuing education to improve or maintain expertise including maintaining professional license, license for advanced practice or certification.

10-20


Participates in service or practice to improve or maintain expertise including maintaining professional license, license for advanced practice or certification.

10-15


Serves as a member of a university or college level committee

10-15


Serves as an officer in a recognized professional organization at the state or national level

10-15


Serves as a chair of a committee for a recognized professional organization at the state or national level

10-15


Serves on an editorial board for a professional journal

  5-15 


Serves as a peer reviewer for journals, book publishers, professional organizations, grant agencies, etc.

  5-15


Receives formal recognition for service

  5-10


Serves as consultant to a professional or community group

  5-10


Serves as a member of a departmental or program committee

  5-10


Organizes or conducts an on- or off-campus lecture, journal club, workshop, or meeting

  5-10


Serves as an officer in a recognized professional organization at the local level

  5-10


Serves as a committee member for a recognized professional organization at the state or national level

  5-10


Participates significantly in radio/TV presentations, interviews, etc.

  5


Organizes or contributes significantly to alumni relations activities (e.g., newsletter, events, fund raising, etc.)

 5–10


Other service activity not listed above

II.
Teaching, Student Counseling and Student Development

Unsatisfactory Performance (Rating 1-3)
Fails to meet criteria for satisfactory performance

Satisfactory Performance (Rating 4-6)  

1.
Provides students with course syllabi which include subject content, course objectives, performance requirements, and evaluation criteria

2.
Conducts self in an ethical, professional, and collegial manner

3.
Maintains posted office hours for advisement

4.
Completes student recommendations when appropriate

5.
Meets with classes as scheduled

6.
Teaches assigned courses with an average of at least 3.0 on student evaluations of instruction on all items

7.
Accumulates at least 10 points from teaching-related activities
Highly Satisfactory Performance (Rating 7-8)
1.
Meets criteria 1-5 for satisfactory performance

2.
Teaches assigned courses with an average of at least 4.0 on student evaluations of instruction on all items

3.
Accumulates at least 20 points from teaching-related activities 

Outstanding Performance (Rating 9-10)
1.
Meets criteria 1-5 for satisfactory performance

2.
Teaches assigned courses with an average of at least 4.0 on student evaluations of instruction on all items

3.
Accumulates at least 40 points from teaching-related activities

Points

Teaching-Related Activities
10-30


Receives formal recognition as a superior teacher

10-20


Creates a new, comprehensive course manual that facilitates instruction, designs a new course, and/or takes responsibility for a new course preparation(s)

10-20


Receives internal or external grant funding for program development/ teaching-related activities

 10


Performs significant program advising beyond assigned responsibilities

 10


Actively serves as a faculty adviser for an officially recognized student group

 10


Develops new and substantial external learning opportunities for students

 10


Cooperates by sharing relevant and significant course materials and expertise with other faculty members

10


Assists students in successful completion of projects and independent studies or provides significant opportunities for learning outside regularly scheduled class times (e.g., tutorial sessions, recitations, reviews, etc.) 

10


Makes significant efforts at improvement of teaching by substantially updating course materials to reflect current trends in the field and/or by implementing new or innovative teaching strategies or methods

10


Achieves an average of 4.5 or above on student evaluations of instruction


10-20


Other teaching activity not listed above.

III.
Scholarship, Writing and Research
Unsatisfactory Performance (Rating 1-3)
Fails to meet criteria for satisfactory performance

Satisfactory Performance (Rating 4-6)
1.
Conducts scholarly activities in an ethical, professional, and responsible manner

2.
Accumulates at least 10 points from scholarship activities
Highly Satisfactory Performance (Rating 7-8)
1.
Meets criterion 1 for satisfactory performance

2.
Accumulates at least 25 points from scholarship activities with no more than 10 of these points from work in progress

Outstanding Performance (Rating 9-10)
1.
Meets criterion 1 for satisfactory performance

2.
Accumulates at least 40 points from scholarship activities with at least 30 points from Category A

NOTE: A manuscript may include any document that will be published as an article, book chapter, book, monograph, etc. 

CATEGORY A: Outcomes of Scholarship or Major Contributions

Points

Scholarship Activities

25


Initial funding of a competitive grant proposal as a principal or co-principal investigator by a nationally recognized external agency in the amount of $50,000 or more per year

20


Initial funding of a competitive grant proposal as a principal or co-principal investigator by a nationally recognized external agency in the amount of $10,000 to $49,999 per year

10-30


Publication/Acceptance of a nationally or internationally circulated, peer-reviewed/refereed manuscript as a major contributing author 

 5 -25


Publication/Acceptance of a regional/state circulated, peer-reviewed/refereed manuscript as a major contributing author

15


Initial funding of a competitive grant proposal as a principal or co-principal investigator by a nationally recognized external agency in an amount less than $10,000 per year

10-15


Initial first-time funding of a competitive grant proposal other than those listed elsewhere in category A

  5-15


Approval of a grant proposal as a principal or co-principal investigator by a nationally recognized external agency although proposal is not funded by the agency

  5-15


Receives recognition for scholarship

  5-15


Other scholarly activities not listed under Category A

CATEGORY B: In Progress Scholarship or Minor Contributions

Points

Scholarship Activities

15


Initial funding of a grant proposal as a principal or co-principal investigator of $10,000 or more per year by a state or local funding source

10


Initial funding of a grant proposal as a principal or co-principal investigator of less than $10,000 per year by a state or local funding source

10


Service as a primary editor for a national or international publication

10


Subsequent on-going management of funded multi-year grant as a principal or co-principal investigator

5-10


Publication/Acceptance of a non-peer-reviewed/nonrefereed manuscript as a major contributing author  

5-10


Development of original software, videotapes, etc. as a major contributing author

5-10


Participant in funded grant activities other than principal or co-principal investigator

5-10


Presentation of a paper or poster at a professional conference where a peer-review process is used to select presenters

5-10


Presentation of an invited paper or poster at a national or international conference

5-20


Scholarly work in progress; specify the phase

5-10


Scholarly work submitted for review

  5


Publication/Acceptance of a book review in a peer-reviewed/refereed journal as a major contributing author

  5


Publication/Acceptance of a letter to the editor in a peer-reviewed/refereed journal as a major contributing author

  5


Service as a primary editor for a regional/state publication

 5-10


Other scholarly activity not listed under Category B

Approved by NUHS Tenured and Tenure-Track Faculty, 4/1/09; 5/13/09
Appendix D
SCHOOL OF NURSING AND HEALTH STUDIES

Faculty Merit Agreement
Name:_______________________________ CY January 1 – December 31, 20____

Use this form to indicate the percent effort you plan to expend during the upcoming year in each of the areas of Professional Development and Service; Teaching, Student Counseling and Student Development; and Scholarship, Writing and Research.  The minimum effort allowed in each area is 25%, and the maximum is 50% unless other percentages have been negotiated with the School Chair.

Instructions:

1. Complete the form with your desired % Effort indicated; sign and date the form

2. Submit the form to the School Chair by January 30 of each calendar year

3. Negotiate % Effort if requested by the School Chair; re-sign and date the form 

4. The School Chair will sign and date the form when agreement has been reached

5. Renegotiate the % Effort to be expended within 30 days of the circumstances that lead to renegotiation and no later than October 31 of the designated calendar year

6. One copy of this form should be attached to the FSR for the designated calendar year; the original is filed in the faculty member’s personnel file.
I.
Professional Development and Service:

% Effort ____________________

II.
Teaching, Student Counseling and Student Development:

% Effort ____________________

III.
Scholarship, Writing and Research:

% Effort ____________________

_____________________________________________________________________

SIGNATURES AND AN EXPLANATION ARE REQUIRED IF PERCENTAGES ARE NOT WITHIN THE RANGE OF 25 - 50% OR IF THERE HAS BEEN RENEGOTIATION.
______________________________________________________________________

________________________   ________   ________________________   ________

School Chair Signature
Date
Faculty Signature
Date

The above percentages or changes from the original merit agreement have been renegotiated and are acceptable for the following reasons (use reverse if necessary):
________________________   ________   ________________________   ________

School Chair Signature
Date
Faculty Signature
Date

Approved by NUHS Tenured and Tenure-track Faculty, 4/1/09; 5/13/09
APPENDIX E

Annual Merit Review Self-Evaluation

School of Nursing and Health Studies

Instructions:  After completing your faculty service report (FSR), use this form to assign points to each of your activities in each category (Service, Teaching and Scholarship).  Add the points and record your rating on this form.  The activities on your FSR should clearly support and justify the points assigned to each activity.

Those activities carrying variable point values should be credited with the lowest point value indicated unless the faculty member requests special consideration and can justify a higher point value because of extraordinary efforts.  For example, point values may vary depending on commitment of time and accomplishments (e.g., committee assignments which meet weekly and/or produce tangible outcomes/products may be assigned higher point values than committee assignments which meet less often and/or do not produce tangible outcomes/products, if all other factors are similar).

Justification of variable points can be documented by listing the justification as an addendum to  this Self-Evaluation or by inserting comments under each activity in bold font.  While points cannot be multiplied for duplicate types of activities, the variable point assignment categories permit earning more points for greater contributions.

Points

Service Activities

____
30

Serves satisfactorily as a program coordinator or director

____
10-20

Serves as chair of a university, college, department or program level committee

____ 10-20

Participates in continuing education to improve or maintain expertise including maintaining professional license, license for advanced practice or certification.

____ 10-20


Participates in service or practice to improve or maintain expertise including maintaining professional license, license for advanced practice or certification.

____
10-15

Serves as a member of a university or college level committee

____
10-15


Serves as an officer in a recognized professional organization at the state or national level

____
10-15


Serves as a chair of a committee for a recognized professional organization at the state or national level

____ 10-15

Serves on an editorial board for a professional journal

____ 5-15 


Serves as a peer reviewer for journals, book publishers, professional organizations, grant agencies, etc.

____ 5-15

Receives formal recognition for service

____ 5-10


Serves as consultant to a professional or community group

____ 5-10


Serves as a member of a departmental or program committee

____ 5-10

Organizes or conducts an on- or off-campus lecture, journal club, workshop, or meeting

____ 5-10


Serves as an officer in a recognized professional organization at the local level

____ 5-10


Serves as a committee member for a recognized professional organization at the state or national level

____ 5-10


Participates significantly in radio/TV presentations, interviews, etc.

____ 5


Organizes or contributes significantly to alumni relations activities (e.g., newsletter, events, fund raising, etc.)

____ 5–10

Other service activity not listed above

____ TOTAL SERVICE POINTS

Points

Teaching-Related Activities
____
10-30

Receives formal recognition as a superior teacher

____
10-20

Creates a new, comprehensive course manual that facilitates instruction, designs a new course, and/or takes responsibility for a new course preparation(s)

____ 10-20

Receives internal or external grant funding for program development/ teaching-related activities

____
10

Performs significant program advising beyond assigned responsibilities

____
10

Actively serves as a faculty adviser for an officially recognized student group

____
10

Develops new and substantial external learning opportunities for students

____
10

Cooperates by sharing relevant and significant course materials and expertise with other faculty members

____
10

Assists students in successful completion of projects and independent studies or provides significant opportunities for learning outside regularly scheduled class times (e.g., tutorial sessions, recitations, reviews, etc.) 

____
10

Makes significant efforts at improvement of teaching by substantially updating course materials to reflect current trends in the field and/or by implementing new or innovative teaching strategies or methods

____
10

Achieves an average of 4.5 or above on student evaluations of instruction

____ 10-20
Other teaching activity not listed above.

_____ TOTAL TEACHING POINTS

SCHOLARSHIP ACTIVITY POINTS

CATEGORY A: Outcomes of Scholarship or Major Contributions

Points

Scholarship Activities

____
25

Initial funding of a competitive grant proposal as a principal or co-principal investigator by a nationally recognized external agency in the amount of $50,000 or more per year

____
20

Initial funding of a competitive grant proposal as a principal or co-principal investigator by a nationally recognized external agency in the amount of $10,000 to $49,999 per year

____
10-30

Publication/Acceptance of a nationally or internationally circulated, peer-reviewed/refereed manuscript as a major contributing author 

____  5 -25

Publication/Acceptance of a regional/state circulated, peer-reviewed/refereed manuscript as a major contributing author

____
15

Initial funding of a competitive grant proposal as a principal or co-principal investigator by a nationally recognized external agency in an amount less than $10,000 per year

____
10-15

Initial first-time funding of a competitive grant proposal other than those listed elsewhere in category A

____ 5-15

Approval of a grant proposal as a principal or co-principal investigator by a nationally recognized external agency although proposal is not funded by the agency

____  5-15


Receives recognition for scholarship

____ 5-15
Other scholarly activities not listed under Category A

_____ TOTAL SCHOLARSHIP POINTS CATEGORY A

CATEGORY B: In Progress Scholarship or Minor Contributions

Points

Scholarship Activities

____
15

Initial funding of a grant proposal as a principal or co-principal investigator of $10,000 or more per year by a state or local funding source

____
10

Initial funding of a grant proposal as a principal or co-principal investigator of less than $10,000 per year by a state or local funding source

____
10

Service as a primary editor for a national or international publication

____
10

Subsequent on-going management of funded multi-year grant as a principal or co-principal investigator

____
5-10

Publication/Acceptance of a non-peer-reviewed/nonrefereed manuscript as a major contributing author 

____
5-10

Development of original software, videotapes, etc. as a major contributing author

____
5-10

Participant in funded grant activities other than principal or co-principal investigator

____
5-10

Presentation of a paper or poster at a professional conference where a peer-review process is used to select presenters

____
5-10

Presentation of an invited paper or poster at a national or international conference

____
5-20

Scholarly work in progress; specify the phase

____ 5-10

Scholarly work submitted for review

____
5

Publication/Acceptance of a book review in a peer-reviewed/refereed journal where as a major contributing author

____
5

Publication/Acceptance of a letter to the editor in a peer-reviewed/refereed journal as a major contributing author

____
5

Service as a primary editor for a regional/state publication

____ 5-10
Other scholarly activity not listed under Category B

_____ TOTAL SCHOLARSHIP POINTS CATEGORY B

_____ GRAND TOTAL SCHOLARSHIP POINTS

Merit Rating Calculation Based on Faculty Merit Agreement:

Service Points 

____ x ____% Effort = _____ Weighted Points

Teaching Points
____ x ____% Effort = _____ Weighted Points

Scholarship Points
____ x ____% Effort = _____ Weighted Points



TOTAL OVERALL POINTS =  _____ Points (Round to Whole Number)

Approved by NUHS Tenured and Tenure-Track Faculty, 4/1/09; 5/13/09
Appendix F

FACULTY SERVICE REPORT INSTRUCTIONS
College of Health and Human Sciences

Please follow this format and provide all information requested.  The report should begin with the following:  Name, School, Rank, Year (calendar year), and Current Date.  List other titles designating special assignments and percentage of time assigned to them (for example, Director, Program Coordinator, Assistant Chair).

In preparing the Faculty Service Report, faculty members are encouraged to read through this outline and to select the categories in which they wish to report various activities.  For example, it is possible that a faculty member's presentation of a workshop might result in the provision of a community service (I.F.) or in a scholarly activity (III.C.).  The activity should be reported in only one category, to be determined by the school guidelines or the faculty member's judgment.

I. PROFESSIONAL DEVELOPMENT AND SERVICE

A.
Professional Development 

Describe efforts you have made to evaluate and improve your professional expertise (e.g., attending workshops and/or lectures). 


B.
Professional Organizations

List memberships and describe involvement in professional organizations (e.g., offices held, committee work, meetings attended).


C.
Professional Awards and Recognitions

List professional awards and recognitions and state their significance.


D.
Professional Consultantships

Indicate extent of involvement and time commitment in professional consultation.


E.
University Service

List university, college, school, interdepartmental committee work and other significant service to the university.  Explain the extent of involvement such as chair, member, etc.


 F.
Community Service

1. Describe service in community, business, and governmental organizations in which your professional expertise was utilized.  Indicate type of involvement such as chair, member, etc.


2.
Describe efforts to disseminate professional information to the public (e.g., speeches, radio and TV presentations, newspaper articles).

II.
 TEACHING, STUDENT COUNSELING AND STUDENT DEVELOPMENT

A. Teaching Responsibilities

1.
List all courses taught by semester, including independent study, theses, projects, field supervision, internships, etc.  Include course title, number, credit hours, student enrollment.  Identify off-load courses.

2.
List involvement in theses and projects.  Include name of student, title and date of completion.  Indicate whether director or committee member.

B.
Improvement of Teaching

Describe significant ways in which you have attempted to evaluate and improve your effectiveness as a teacher (e.g., additional evaluations of teaching, innovative teaching techniques attempted).

C.
Enhancement of Academic Programs

Describe significant efforts you have made to enhance the academic program (e.g., evaluation of current programs, development of new programs and institutes including new courses, collegial cooperation).

D.
Other Student Services

Describe your involvement in student organizations, career counseling, general advisement, etc.

III.
SCHOLARSHIP, WRITING AND RESEARCH

A.
Work in Progress

Indicate work accomplished on scholarly activities and intended dissemination.

B.
Publications

List by category in bibliographic form, articles, books, book chapters, manuals, book reviews, abstracts, etc.  Identify refereed publications. 

C.
Professional Meeting Participation

List papers and poster sessions presented, sessions chaired, etc.

D.
Grants

List grants by title, indicating to which agency submitted, amount of funding, purpose, and outcome.  Indicate extent of involvement in development and implementation.
From CHHS Personnel Policies and Procedures, 5/5/08
Appendix G

SCHOOL OF NURSING AND HEALTH STUDIES

Allocation of Merit Raises

Σ (a x b) = c

axb = individual percentage of merit pool or raise

 c

where 
a =individual faculty member’s merit score


b = individual faculty member’s salary

Example:

School has total of three faculty.  Their total salary = $100,000.

Merit raise pool = $3,000 (3% of total of school’s faculty salaries).

	
	Annual salary
	Merit score

	Faculty A
	$50,000
	3

	Faculty B
	$20,000
	9

	Faculty C
	$30,000
	8


Faculty A
a (3) x b ($50,000) = c ($150,000)

Faculty B 
a (9) x b ($20,000) = c ($180,000)

Faculty C 
a (8) x b ($30,000) = c ($240,000)





   $570,000

Merit amount

Faculty A 
$150,000 = 26.3%.     
$3,000 x 26.3% = $789 Annual raise



$570,000

 Faculty B 
$180,000 = 31.6%.     
$3,000 x 31.6% = $948 Annual raise



$570,000

Faculty C 
$240,000 = 42.1%.     
$3,000 x 42.1% = $1,263 Annual raise



$570,000








     $3,000 Total merit raise pool
Approved by NUHS Tenured and Tenure-Track Faculty, 5/13/09
Appendix H

SCHOOL OF NURSING AND HEALTH STUDIES
Promotion and Tenure Criteria

PROMOTION TO ASSOCIATE PROFESSOR
Overall
· Satisfactory performance or better on annual merit review in all three areas (service, teaching, scholarship) in 3 out of 5 years.
· Earned doctorate.  At least 6 years at the rank of assistant professor in an institution of higher education. 

· External review letters that support achievement of criteria for promotion

Scholarship

· Published or accepted for publication refereed articles, books, or book chapters (4 minimum).

· Must be a major contributing author

· 2 or more must have been completed while at NIU

· All completed within 7 years of time of application for promotion
· Peer-reviewed or invited papers (oral or poster presentations) at regional, national, or international professional meetings (3 minimum).
· Submission of at least two grant proposals; may include one for internal funding.  At least one proposal should be for research support.
· Highly satisfactory merit rating for scholarship in 3 of 5 years prior to application for promotion.
· Ongoing scholarly productivity as evidenced by manuscripts, presentations/posters, and/or proposals under review.
Service

· Demonstrated service with progression toward positions of responsibility at program, school, college, or university level.
· Worked collaboratively with colleagues in achieving the goals of the school.
· Appointed or elected to one or more positions related to one’s profession and participation in professionally-oriented activities.

Teaching

· Demonstrated continuing attention to critical assessment and improvement of teaching as evidenced by revising course syllabi to maintain currency in content areas; selecting appropriate teaching strategies and materials; developing bibliographies that reflect advances in the discipline; and contributing to the ongoing development of the curriculum.

· Effective student advisement.  In addition, may include but is not limited to internship supervision, preparation for comprehensive exams, or other student services as assigned.  
· Positive evaluation of teaching at the 3 year progress toward tenure review.  If this observation showed need for improvement, this improvement has been demonstrated.
PROMOTION TO PROFESSOR
Overall
· At least 6 yrs at the rank of associate professor.

· Merit ratings must have been satisfactory or better in the 5 yrs prior to application for promotion to professor.

· External review letters that support achievement of criteria for promotion

Scholarship

· Refereed journal articles, books or book chapters published or accepted for publication (5 minimum) in the 6 years prior to application for promotion to professor.
· Demonstrated significant professional recognition in one’s discipline, as evidenced by performing in a senior author capacity, principle investigator, project director, and/or invited speaker at international, national, and/or regional meetings.
· Additional scholarly activities (presentations in research sessions, publications, edited works, poster presentation, and/or keynote or invited presentations; 4 minimum) in the 6 years prior to application for promotion to professor.
· Grant proposals submitted for external funding.  At least one proposal must be for research support.  At least one proposal must be externally funded.

Service

· Demonstrated service and effective leadership as evidenced by participation on two committees beyond the school level, at least one of which is at university level in the last 3 years prior to application for promotion to professor.

· Assumed leadership role in professionally-oriented activities in professional organizations or other groups.

Teaching

· Demonstrated continuing attention to critical assessment and improvement of teaching as evidenced by revising course syllabi to maintain currency in content areas; selecting appropriate teaching strategies and materials; developing bibliographies that reflect advances in the discipline; and contributing to the ongoing development of the curriculum.
· Effective student advisement.  May also include but is not limited to internship supervision; preparation for comprehensive exams; supervision of theses, dissertations, or capstone projects; or other student services as assigned 

TENURE
Overall
· Satisfactory performance or better on annual merit review in all three areas (service, teaching, scholarship) in 3 out of 5 years.
· Earned doctorate.  At least 6 years at the rank of assistant professor in an institution of higher education.

Scholarship

· Published or accepted for publication refereed articles, books, or book chapters (4 minimum).

· Must be a major contributing author

· 2 or more must have been completed while at NIU

· All completed within 7 years of time of application for promotion
· Peer-reviewed or invited papers (oral or poster presentations) at regional, national, or international professional meetings (3 minimum).

· Submission of at least two grant proposals; may include one for internal funding.  At least one proposal should be for research support.

· Highly satisfactory merit rating for scholarship in 3 of 5 years prior to application for promotion.

· Ongoing scholarly productivity as evidenced by manuscripts, presentations/posters, and/or proposals under review.

Service

· Demonstrated service with progression toward positions of responsibility at program, school, college, or university level.
· Worked collaboratively with colleagues in achieving the goals of the school.
· Appointed or elected to one or more positions related to one’s profession and participation in professionally-oriented activities.

Teaching

· Demonstrated continuing attention to critical assessment and improvement of teaching as evidenced by revising course syllabi to maintain currency in content areas; selecting appropriate teaching strategies and materials; developing bibliographies that reflect advances in the discipline; and contributing to the ongoing development of the curriculum.

· Effective student advisement.  In addition, may include but is not limited to internship supervision, preparation for comprehensive exams, or other student services as assigned.  
· Positive evaluation of teaching at the 3 year progress toward tenure review.  If this observation showed need for improvement, this improvement has been demonstrated.

Approved by NUHS Tenured and Tenure-TrackFaculty, 2/21/09; 5/13/09
Appendix I

SCHOOL OF NURSING AND HEALTH STUDIES
Policy for Peer Review of Faculty Teaching

a.
Purpose: Peer review serves as one mechanism for demonstrating faculty effectiveness.  It is intended to be used in conjunction with other measures of faculty effectiveness, including student evaluations, the Faculty Service Report, and the Tenure and Promotion Portfolio.

b.
Rationale: Peer review of faculty teaching effectiveness is consistent with the mission of excellent teaching at Northern Illinois University.  The NIU Constitution and Bylaws specifies that effectiveness in teaching is "a significant aspect of a faculty member's professional performance" (Section 5.213).  It further delineates that in recommending faculty for promotion and tenure, "particular care should be given to assessing teaching effectiveness" (Section 5.311).  It is also consistent with the philosophy and mission of the School.

c.
Procedure:
(1)
Peer Review will be conducted in the year of the in-depth review (usually year 3).

(2)
Peer review should take place in the classroom.

(3)
Peer review must be scheduled and evaluation reports written prior to the deadline for submission of the faculty's annual Tenure and Promotion Portfolio.

(4)
Personnel Committee will randomly select one person from the list of tenured faculty who is at least one level higher in rank (if possible) to serve as a reviewer.  (Faculty members may decline participation as reviewers.)

(5)
Faculty to be reviewed will:

· Select one other faculty member of his/her choice from among the tenured faculty.

· Choose the course and the day upon which to be reviewed.

(6)
Reviewers will conduct the review according to the criteria listed below and will prepare a written report to be submitted to the faculty member being reviewed.

(7)
The faculty member being reviewed will include the written peer reviews in the Tenure and Promotion Portfolio.

d.
Parameters of Review:

The NIU Constitution and Bylaws provide the following teaching effectiveness criteria upon which to base personnel decisions (Section 5.216):

(1)
Command of the subject matter

(2)
Skill in presenting material

(3)
Respect for the student as a co-learner

(4)
Effectiveness in creating an atmosphere that will encourage and facilitate students' efforts to learn and strengthen their capacities for valid reasoning and independent thought.

(5)
Openness in the examination of a variety of views and tolerance for the expression of different views.

(6)
Fairness and skill in evaluating student performance.

(7)
Acceptance of responsibility for assessing and improving effectiveness as a teacher.

(8)
Acceptance of responsibility for continually updating and improving courses taught.

Approved by NUHS Tenured and Tenure-Track Faculty, 4/20/09; 5/13/09
Northern Illinois University

School of Nursing and Health Studies

 

PEER REVIEW OF TEACHING FOR TENURE AND PROMOTION
 

 

Faculty Name                                                                       Date Evaluated                          
 

Name of Course                                                                                    
 

 

1.  Faculty member demonstrates command of the subject matter.

 

 

 

 

 

 

 

2. Faculty member demonstrates skill in presenting class material.

 

 

 

 

 

 

 

 

3. Faculty member demonstrates respect for students as co-learners.

 

 

 

 

 

 

4.  Faculty member uses effective teaching strategies to encourage learning, valid reasoning and independent thought.
 

 

 

 

 

 

5. Faculty member is open to and tolerant of diverse views.

 

 

 

 

 

6. Based upon course materials, faculty member is fair and skillful in evaluating student performance.

 

 

 

 

 

7. Faculty member accepts responsibility for assessing and improving teaching effectiveness.

 

 

 

 

 

 

8. Faculty member accepts responsibility for updating and improving the course.

 

 

 

 

 

 

 

Additional Comments:

 

 

 

 

 

 

 

 

  

 

 Faculty Reviewer __________________________________________________________

Approved by NUHS Tenured and Tenure-track Faculty, 4/20/09; 5/13/09
Appendix J
Instructions for Preparation of Recommendation for Promotion/Tenure
Date__________________

Name_________________   Department_________________   Present Rank_______________________
No. of years full-time college


No. of years

No. of years in

level teaching prior to NIU_______

at NIU_______

present rank at NIU_______

Recommended for:  Tenure_____
Promotion_____
Effective Date__________________

Educational Background:  Give institutions of higher education attended, dates of attendance, and degrees earned.

Professional Experience:  List institutions, rank or title, and dates of appointment concerning all professional positions, in chronological order.

Justification for Promotion or Tenure:

 I.
Information to be supplied by the candidate.


A.
Publications and other professional contributions (give full bibliographic information).




Papers read at professional meetings




Articles -- identify refereed articles




Reviews




Books -- indicate in each case whether authored or edited




Exhibits




Performances




Other


B.
Professionally oriented public service activities.

C.
Direction of theses and dissertations or equivalents (give name of student, title of work, and degree sought).


D.
Other professionally significant achievements (offices in professional societies, service activities, consultantships, etc.).


E.
Grants, fellowships, and leaves of absence.


F.
University service in addition to regular teaching assignments during lasts three years (committee assignments and chairmanships, workshops, special assignments, etc.


G.
Teaching obligations, courses taught each semester during the last three years, average teaching load, extension teaching, and advising.

II.
To be completed by the department chair in consultation with the personnel committee.

A.
Assessment of teaching effectiveness and of efforts at improvement the faculty member has reported.

B.
Summary evaluation of overall effectiveness as teacher, scholar, and professional colleague.
Appendix K
SCHOOL OF NURSING AND HEALTH STUDIES

External Evaluations Requirement for Promotion

Statement for the Policies Regarding External Evaluations as a Requirement for Promotion:

The candidate will be asked to provide a list of five potential external reviewers that includes a brief bibliographical paragraph on each potential reviewer.  These individuals must be tenured faculty members outside the University.  The committee will select at least two reviewers from this list.  The third reviewer will be identified by the Committee and/or Chair and may or may not come from the candidate’s list.

External Evaluations: Guidelines and Procedures
1. 
Guidelines for the Selection of External Evaluators: These guidelines are in accordance with the University Council Personnel Committee Working Rules (Section 7) and are in compliance with the University Bylaws.
a.
The credentials of the external evaluators and the procedures used to obtain objective and unbiased reviews, including the NUHS Chair's letter seeking the external evaluation, must be described in the materials that NUHS submits in support of the candidate’s tenure and promotion recommendations.  All letters received from external reviewers must be forwarded with the NUHS recommendation.

b.
The reviewers who are nominated and selected should be persons from institutions comparable to NIU who have expertise in the applicant’s discipline and focus of scholarship.  The reviewer’s professional and personal distance/detachment from the candidate is clear. (For example: friends, co-authors, dissertation advisors, and graduate school colleagues should not be asked to serve as evaluators.) 

2.
Procedures for Requests to Provide Evaluations 

a.
 Only the NUHS Chair should extend invitations to review the candidate's records of achievement.  Candidates should not request a review of their own credentials directly. 

b.
 External letters of evaluation will be confidential.  The NUHS Chair’s letter of invitation will include a notice of that confidentiality. 
c.
 The NUHS Personnel Committee and NUHS Chair should have access to the comments of the external reviewers before the NUHS PC’s and NUHS Chair’s recommendations are formulated.  Therefore, letters soliciting external evaluations will be distributed no later than May 1 with a return date of no later than September 1. 
d.
Written requests for external evaluations will consist of a cover letter from the NUHS Chair and the following attachments: 
i.
 copy of NUHS and CHHS Promotion and Tenure Guidelines 
ii.
 copy of NUHS and CHHS Bylaws provisions pertaining to promotion and tenure 
iii.
 publications and/or evidence of scholarly accomplishment that are selected in conjunction with the candidate 
iv.
 candidate's vita 
3.
Use of the External Evaluations

a.
External evaluations provide additional evidence regarding achievement of criteria for promotion.  They provide judgments from evaluators external to the university and are based on different kinds of knowledge and experience.

Approved by NUHS Tenured and Tenure-Track Faculty, 2/21/09; 5/13/09
Appendix L
Job Description of Chair

	NORTHERN ILLINOIS UNIVERSITY 
Academic Policies and Procedures Manual 
Section II. Item 20. 


Responsibilities of Chair (or Director) of Department (or School) 
July 17, 2002 

A chair (or director) of a department (or school) is the chief academic and administrative officer for an academic department (or school) and is accountable directly to the dean of the college for all aspects of the operation and development of that department (or school).  The chair is the spokesperson of the department in all official transactions with department members, as well as with other units of the university, and is responsible for the proper functioning of the department as an instructional, research/artistic, and public-service unit.  The department chair is responsible, in consultation with appropriate departmental faculty committees, for developing and administering operating policies and practices for the department which are effective and consistent with college and university provisions; for making budget, curricular, and personnel recommendations (in accordance with applicable university bylaws), for managing all the resources assigned to the department; for defining the department's scope, mission, and objectives within institutional guidelines, and within the resources available; and for assuring and, whenever possible, improving the department's capacity to carry out its mission and accomplish its objectives with distinction.  The quality of departmental leadership can be measured by such factors as: 

1. the strength of the faculty attracted and retained; 

2. the quality of the department's academic program; 

3. the enthusiasm of faculty and students for the department's program; 

4. the quality of representation concerning the mission and needs of the department which is provided to units and agencies outside of the department; 

5. the level and degree of effective cooperation which is provided to units and agencies outside the department; 

6. the handling of departmental affairs so as to maximize the time and effort faculty can devote to their professional activities--teaching, scholarship, academic counseling, and public service; 

7. the maintenance of high professional and ethical standards on the part of the department in carrying out its responsibilities; 

8. the ability to get the department to respond with dispatch in facilitating change when necessary, without violating the rights or ignoring the responsibilities of faculty or students. 

In addition, a department chair's responsibilities include, but are not limited to, the following activities. 

1. budgeting and fiscal management of department resources; 

2. managing day-to-day administrative responsibilities; 

3. scheduling and providing for student advisement; 

4. supervising staff assigned to the department; 

5. assigning faculty and staff work loads: 

a. the chair has the final responsibility in assigning and scheduling work loads. 

b. in assigning work loads, the chair will be guided by any written guidelines set by the department, college, and university. 

c. each department shall have its own faculty-approved guidelines for the assignment of work loads, in their bylaws or other documents.  These guidelines may provide for reconsideration of the assignment of workloads. 

Approved by University Council, May 6, 1998
Modified editorially, July 17, 2002 
Appendix M
CHAIR ADMINISTRATIVE EVALUATION

College of Health and Human Sciences

Name of Chair________________________  Calendar Year of Review_________________

Drawing on your experiences and observations of the past year, rate the Chair on each item, giving the highest scores for highly effective performance.  On the front of the scan sheet use Chair’s last name, current date, and leave the rest blank.  Mark your responses on the BACK of the scan sheet, leaving signature blank.  If you have no basis for judgment, LEAVE BLANK.  The space at the end of the form allows for comments.  The job description/responsibilities of the chair of the school is attached for your reference.  Please return evaluation in the enclosed envelope to the school secretary by ….


1 = Unsatisfactory
2 = Needs improvement
3 = Professional performance
4 = Exemplary performance



No basis for judgment (leave blank)

  1.  __________  Facilitates the development of school/department goals.

  2.  __________  Facilitates the development policies.

  3.  __________  Interacts effectively with faculty/staff.

  4.  __________  Works effectively with committees.

  5.  __________  Manages day-to-day business effectively.

  6.  __________  Respects importance of confidentiality.

  7.  __________  Promotes the selection of quality faculty/staff.

  8.  __________  Promotes the retention of quality faculty/staff.

  9.  __________  Fosters faculty/staff development.

10.  __________  Uses resources effectively.

11.  __________  Promotes sensitivity to diversity issues.

12.  __________  Demonstrates sensitivity to student issues.

13.  __________  Applies policies equitably.

14.  __________  Seeks faculty/staff input.

15.  __________  Overall effectiveness as Chair.

Comments: 
Appendix N
NORTHERN ILLINOIS UNIVERSITY

SCHOOL OF NURSING AND HEALTH STUDIES

Student Evaluation of Faculty Teaching
Directions: Please rate the faculty member for this course in terms of the behaviors listed below.

Record your responses with a number 2 pencil on the Scantron Sheet:
A=Strongly Agree

B=Agree

C=Neither agree nor disagree

D=Disagree

E=Strongly Disagree

TEACHING/LEARNING:

1. Demonstrated expertise in the subject matter.

2. Demonstrated ability to clarify course concepts.

3. Applied concepts to practical problems.

4. Maintained classroom environment conducive to learning.

5. Used variety of teaching strategies to promote learning.

6. Was available to students who sought assistance.

ORGANIZATION:

7. Conducted class or clinical conferences in a well-organized manner.


8. Managed class or clinical conference time as allocated.

ASSIGNMENTS:

9. Asked students to apply concepts to demonstrate understanding.

10. Provided assignments that were relevant to course objectives.

11. Communicated assignments clearly.

RAPPORT:

12. Demonstrated respect for students as learners.

13. Encouraged class participation.

14. Seemed to enjoy teaching.

15. Demonstrated enthusiasm for subject matter.

EVALUATION:

16. Provided clear feedback on evaluated activities or assignments.

17. Gave feedback on evaluated activities or assignments in a timely manner.

18. Evaluated academic or clinical performance in terms of stated objectives.

19. Graded assignments or tests consistently.

20. Assigned an appropriate number of evaluations.

21. Provided evaluations of an appropriate length (e.g., number of test questions, page limitations for project reports, etc).

OVERALL:

22. The overall effectiveness of instruction was high

COMMENTS: Please use the space below to write any comments you wish to make about this class.  You may wish to focus on ideas such as pace, clarity of presentations, text(s).  Practical suggestions for course improvement are welcomed.
Student’s Name (Optional):____________________________________
Date:___________________
Approved by NUHS Tenured and Tenure-track faculty on 4/20/09; 5/13/09


Appendix O

Northern Illinois University

Office of the Provost

Review of Sabbatical Project Reports

Faculty Name:   

Department/School:

Dates of Sabbatical Leave: 

Title of Sabbatical Project: 

Determination of the Personnel Committee on the adequacy of the final report of sabbatical research:

_____
Adequate documentation on the work outlined in sabbatical proposal or its equivalent.

_____
Inadequate documentation on the work outlined in sabbatical proposal or its equivalent.

_____
No report submitted.

Comments:

____________________________


________________________________

Chair






Chair, Personnel Committee

____________________________


________________________________

Date






Date

Copy to:

Personnel File

Office of the Dean

Office of the Provost
