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PERSONNEL POLICIES AND PROCEDURES
OF THE DEPARTMENT OF HISTORY

Introduction 
The Department of History strives for excellence in all academic matters. The academic personnel process is designed to facilitate the evaluation of faculty, in light of this quest for excellence, in a fair and professional manner. To do so requires exercise of informed, professional judgment as well as respect for the rights and responsibilities of all persons involved in the process. The Department is best served when personnel matters can be decided, and disagreements resolved, in an environment of cooperation and full discussion, based upon clearly stated criteria for evaluation. 

Policies and Procedures

I.
Retention, Tenure, and Promotion

Departmental decisions on retention and tenure and on promotion in rank of faculty shall be the collective responsibility of department members who have attained the rank being sought. That is, all tenured faculty shall deliberate and vote on questions of retention and/or tenure; associate professors and full professors shall deliberate and vote on promotion to the rank of associate professor; and full professors shall deliberate and vote on promotion to the rank of professor.

II. Retention of Probationary Faculty
Appointments of tenure-track faculty members are probationary. During the probationary period, it is their obligation to establish that they are qualified for a tenure appointment.

A. Annual Review of Progress Towards Tenure

During each spring semester, the departmental Personnel Committee, following the department(s annual merit review, shall, in consultation with the department chair, prepare a letter to each probationary faculty member of the department indicating the committee(s sense of the individual(s progress toward tenure, the strengths and weaknesses of the individual(s professional performance to date, and what the committee believes would be the best use of the individual(s energies in seeking tenure.

1. Annual reviews of progress toward tenure shall be based primarily upon scholarly achievement and on effectiveness in teaching, and secondarily on service to the university community and profession. 

2. Arrangements for the observation of teaching, including selection of the observers and of appropriate courses and times for observation, shall be made by consultation and with the consent of the faculty member. Such observation need not be repeated every year during the probationary period, but written reports on observations of classroom teaching must be part of the teaching record considered by the Personnel Committee and the department when a tenure recommendation is made. 

3. Untenured faculty on a seven-year probationary track should anticipate that normally the department will carry out such observations in the first three probationary years (unless the faculty member is on research leave during one of these years), with one or more peer observations after the third year.  Untenured faculty on shorter tenure calendars should anticipate that the department will carry out such observations at least twice during the probationary period, with the first observation taking place during the first year. Additional observations may be requested by the faculty member. 

4. The annual evaluation shall be discussed with the faculty member by the department chair and a copy forwarded to the college dean.

B. Three-Year Probationary Review

During the sixth semester of a probationary faculty member(s employment, the personnel committee shall conduct a particularly thorough review of the individual(s performance to date. 

1. At the beginning of the semester, the personnel committee shall request from the probationary faculty member a curriculum vita, statement of research activities, evidence of scholarship published, accepted for publication, submitted for publication, or prepared for publication as part of a larger uncompleted work; grant applications submitted; reflective statement on teaching and learning; and other appropriate indicators of professional activity.

2. The department chair shall provide the personnel committee with the faculty member(s accumulated student course evaluations, and with such other information from the candidate’s departmental file as the committee shall deem useful and relevant. The personnel committee shall, during the semester, review the materials submitted and also observe the faculty member(s teaching. 

3. A detailed report of this third year review shall be provided to the candidate as a part of the annual personnel committee letter to probationary faculty members from the chair or, in the event of disagreement between the chair and the Personnel Committee, separate evaluations shall be provided by the department chair and the chair of the Committee. A statement shall be appended to this evaluation which specifies the department's anticipated long term need for the position held by the faculty member, and this evaluation shall be shared with the faculty member and the college dean.

4. The third year review report shall be made available to tenured members of the departmental faculty.

C. Reconsideration of Annual Review of progress towards tenure

A probationary faculty member who believes that his or her annual evaluation, including the third year review on progress toward tenure, is unfair, inadequate, or otherwise inconsistent with the relevant published guidelines for achieving tenure may, within 10 days of notification, pursue specific remedies. These include: 

1. filing a written response to the evaluation in the personnel files maintained by the department, or

2. filing a letter requesting reconsideration of the evaluation with the personnel committee chair. The letter shall state reasons for the request for reconsideration, and may include such additional documentation and written information as the faculty person wishes to submit in support of the request. 

3. Within10 days of the request for reconsideration, the Personnel Committee shall prepare a written response to the faculty member. The Committee may also, in consultation with the probationary faculty member, pursue other avenues for reviewing the evaluation as the committee sees fit.
4. Copies of all correspondence and other written materials pertaining to the reconsideration shall be kept in the faculty person’s departmental personnel file for future reference. However, the annual evaluation of progress toward tenure of a probationary faculty member shall not itself be subject to the personnel appeal process.

D. Non-renewal of probationary appointments 
A decision not to renew an appointment of a probationary faculty member may be made at any time during the probationary period provided that adequate notice is given in accordance with the university's Constitution and Bylaws.  (See item 5.5 of the Bylaws: Non-reappointment of University Probationary Faculty:  “A decision not to renew an appointment of a probationary faculty member may be made at any time during the probationary period.  Adequate notice, as required by the Board of Trustee’s Governance Documents, must be give in the case of a decision not to reappoint.  If requested, reasons, in writing, for non-reappointment should be given; however, it is clearly understood that this is a courtesy to the faculty member and that the department is not obligation to prefer chares not to provide evident of a juridical nature except when the reason(s) for non-reappointment entails allegations of unprofessional or unethical conduct.”   )

E. Reconsideration of non-renewal of probationary appointments

Probationary faculty may request reconsideration of the department’s non-renewal of their probationary appointment.  

1. Any faculty whose probationary appointment is not renewed may, within 7 days of the notification, file a letter requesting reconsideration of the decision with the chair of the Personnel Committee, the letter stating the reasons for the request, along with such additional documentation and written information as the faculty person wishes to submit in support of the request. 
2. Within 7 days of the request for reconsideration, the Personnel Committee will review the additional documentation and information and will:

a. prepare a written report on the request for reconsideration, and
b. convene a meeting of the faculty of appropriate rank to hear its recommendation on the request for reconsideration. 
3. The eligible department faculty shall then meet and vote to reverse or sustain the decision not to renew, the decision to be made by a majority of eligible faculty present and voting in the department meeting. 

III. Matters of Tenure and Promotion

A. Procedures for Tenure and/or Promotion to Associate Professor 

Ordinarily, the criteria for tenure are similar to those for promotion to the rank of associate professor.  Only in unusual circumstances should tenure be recommended for assistant professors without the concurrent recommendation for promotion to associate professor. In addition, each tenure case will be considered in relationship to the current and prospective programmatic needs of the department.
1. Each spring semester the Personnel Committee shall convene a meeting of faculty of appropriate rank to nominate deserving faculty for consideration for tenure and/or promotion to associate professor (T&P nomination meeting). The meeting shall be announced at least two weeks in advance. Nominations are made in one of three ways:
a. untenured faculty in their fifth year of probationary status will automatically be considered for tenure and/or promotion the following year, as is required by university by-laws (see…); similarly, faculty on shorter tenure calendars due to prior tenure-track service at other institutions shall be reviewed according to the schedule in their letter of appointment;
b. nominations, including self-nominations, for consideration for tenure and/or promotion to associate can be made in advance of the T&P nomination meeting by submitting a letter to the chair of the Personnel Committee;
c. nominations for consideration for tenure and/or promotion to associate can be made by faculty at the T&P nomination meeting.

2. In options A.1.b. and A.1.c. above, nominating faculty shall provide the chair of the Personnel Committee a written statement briefly stating the grounds for the nomination. All nominations will be formally reported to the department by the chair of the Personnel Committee following the T&P nomination meeting.
3. All nominations for promotion to associate rank will receive formal review by the department. Colleagues are reminded of stringent College guidelines pertaining to recommendations for early tenure and promotion (see Section III C. 1 below).
4. Nominees for early tenure and/or promotion shall have the right to decline, without prejudice, their nomination.
5. Preparation of the tenure and/or promotion nomination materials: 
a. Upon receiving formal nominations for tenure and/or promotion to associate rank, the chair of the Personnel Committee shall notify each candidate in writing. With respect to each candidate for tenure and promotion, the Personnel Committee shall request from the faculty eligible to vote on the candidate and knowledgeable in the candidate’s field the names of appropriate and inappropriate outside reviewers of the candidate’s credentials. The candidate will also provide the committee with a list of appropriate names to serve as external reviewers, plus any names of people who would be unacceptable, including a brief explanation of prior professional relationship with each. Using these lists, and exercising their best professional judgment in order to obtain a fair and balanced professional evaluation of the candidate’s scholarship, the committee will compile a final list of outside reviewers. The committee will review the list with the candidate. The candidate may exercise the right to veto inappropriate reviewer/s by so requesting in writing to the chair of the Personnel Committee. The Committee will share with the candidate the final list of outside reviewers from whom letters may be solicited Candidates will sign a form indicating whether or not they will waive their rights to see the letters submitted by the outside reviewers.  The reviewers will be provided with a copy of the signed form.
a. The Personnel Committee will then forward the names of referees to the department chair who will, by contacting referees in the rank order of the list, obtain four outside evaluations of the candidate. 
b. No later than the end of the spring semester, the candidate shall submit to the Personnel Committee a curriculum vita, statement of research activities, evidence of scholarship published, in press, submitted for publication, or in progress; grant applications submitted; reflective statement on teaching and learning; and other indicators of professional activity that the candidate or Personnel Committee deems appropriate for consideration. The candidate shall prepare this information in the format and order requested in Part I of the Recommendation for Promotion and Tenure form, “Information to be supplied by the Candidate.” 
c. The department chair shall provide the Personnel Committee with the faculty member(s accumulated student course evaluations, and with such other information from the candidate’s departmental file as the Personnel Committee shall deem useful and relevant.
d. Prior to the end of spring semester, the Personnel Committee, exercising its best professional judgment for expediting a fair and balanced review, shall convene a select committee of three faculty members to coordinate the promotion review. The select committee will be composed as follows: one member of the committee will be selected by the PC, one member of the committee will be selected by the chair, and one member of the committee, who shall serve as chair of the select committee, will be selected by and acceptable to both the PC and the candidate under review for tenure and promotion. All three faculty members serving on the select committee must be of the rank eligible to vote on the candidate under review. The select committee will be responsible for compiling the necessary documents and outside letters that will constitute the essential components of the department’s recommendation packet on the candidate(s scholarship, teaching, and service. The chair of the select committee will present to the meeting of departmental faculty eligible to vote on tenure and/or promotion to associate rank a fair and balanced summary of the professional qualifications of the candidate for tenure and promotion but not including a formal recommendation for or against tenure and/or promotion. Members of the department will then engage in a thorough and professional discussion focusing on evaluating the candidate’s qualifications in scholarship, teaching, and service for tenure and promotion preliminary to voting. Departmental faculty participating in the deliberations and voting on matters of tenure and/or promotion to associate rank are required, prior to the meeting, to review the candidates’ promotion files, including outside letters, Part I, and supporting documents.
6. Departmental vote on tenure and/or promotion to associate rank:
Each fall semester the Personnel Committee shall convene a meeting of faculty of appropriate rank to vote on candidates nominated for tenure and/or promotion to associate professor (T&P vote meeting). The meeting shall be announced at least two weeks in advance. 

a. The chair of the Personnel Committee shall chair the meeting. The department chair shall serve as a non-voting, ex-officio member of the department meeting, and can respond to informational questions regarding the candidate. 
b. Departmental recommendations on tenure and/or promotion to associate rank will be determined by a majority vote of eligible departmental faculty present and voting at the meeting (excluding the department chair). Following the meeting, the chair of the Personnel Committee shall report the decisions and the vote totals to the department chair for inclusion in the tenure and promotion recommendation to be forwarded to the College.
c. At the conclusion of consideration, each faculty member being formally considered for tenure and/or promotion to associate rank shall be notified in writing by the department chair of the decision in his or her case.  

7. Request for Reconsideration:
Any faculty member whose nomination for tenure and/or promotion to associate rank is denied by the department may request reconsideration at the departmental level (in keeping with item 6.24 of the University By Laws), as follows:

a. The faculty member shall, within 7 days of notification, file with the chair of the Personnel Committee, a letter stating the reasons for the request, along with such additional documentation and written information as the faculty person wishes to submit in support of the request. 
b. Within 7 days of the request for reconsideration, the Personnel Committee will review the additional documentation and information and will i) prepare a written report on the request for reconsideration, and ii) convene a meeting of the faculty of appropriate rank to hear its recommendation on the request for reconsideration.
c. The eligible department faculty shall then vote to reverse or sustain the recommendation not to tenure and/or promote, the decision to be made by a majority vote of eligible faculty present and voting at the meeting (excluding the department chair).  

8. Any colleague nominated but not recommended for promotion to associate rank at the departmental level has the right of appeal to the college (see item 6.15 University By Laws).

9. In accordance with university policy, the department chair forwards recommendations for tenure and/or promotion to associate rank to the college with the recommendations of the chair of the Personnel Committee and the department chair reported separately. In instances where there is disagreement between the Personnel Committee and the department chair over the recommendation, each shall prepare a separate written statement supporting their respective recommendations.
B. Procedures for Promotion to Professor 

1. Each spring semester the Personnel Committee shall convene a meeting of faculty of appropriate rank to nominate deserving faculty for consideration for promotion to professor. The meeting shall be announced at least two weeks in advance. Nominations are made in one of two ways:
a. nominations, including self-nominations, for consideration for promotion to professor can be made in advance of the T&P nomination meeting by submitting a letter to the chair of the Personnel Committee;
b. nominations for consideration for promotion to professor can be made by faculty at the T&P nomination meeting.

2. In options B.1.a. and B.1.b. above, nominating faculty shall provide the chair of the Personnel Committee a written statement briefly stating the grounds for the nomination. All nominations will be formally reported to the department by the chair of the Personnel Committee following the T&P nomination meeting.

3. All nominations for promotion to professor will receive formal review by the department. Colleagues are reminded of stringent College guidelines pertaining to recommendations for early tenure and promotion (see Section III C. 1 below). 

4. Nominees for early promotion to professor shall have the right to decline, without prejudice, their nomination.

5. Preparation of the promotion nomination materials: 

b. Upon receiving formal nominations for tenure and/or promotion to associate rank, the chair of the Personnel Committee shall notify each candidate in writing. With respect to each candidate for tenure and promotion, the Personnel Committee shall request from the faculty eligible to vote on the candidate and knowledgeable in the candidate’s field the names of appropriate and inappropriate outside reviewers of the candidate’s credentials. The candidate will also provide the committee with a list of appropriate names to serve as external reviewers, plus any names of people who would be unacceptable, including a brief explanation of prior professional relationship with each. Using these lists, and exercising their best professional judgment in order to obtain a fair and balanced professional evaluation of the candidate’s scholarship, the committee will compile a final list of outside reviewers. The committee will review the list with the candidate. The candidate may exercise the right to veto inappropriate reviewer/s by so requesting in writing to the chair of the Personnel Committee. The Committee will share with the candidate the final list of outside reviewers from whom letters may be solicited Candidates will sign a form indicating whether or not they will waive their rights to see the letters submitted by the outside reviewers.  The reviewers will be provided with a copy of the signed form.
c. The Personnel Committee will then forward the names of referees to the department chair who will, by contacting referees in the rank order of the list, obtain four outside evaluations of the candidate. 

d. No later than the end of the spring semester, the candidate shall submit to the Personnel Committee a curriculum vita, statement of research activities, evidence of scholarship published, in press, submitted for publication, or in progress; grant applications submitted; reflective statement on teaching and learning; and other indicators of professional activity that the candidate or Personnel Committee deems appropriate for consideration. The candidate shall prepare this information in the format and order requested in Part I of the Recommendation for Promotion and Tenure form, “Information to be supplied by the Candidate.” 

e. The department chair shall provide the Personnel Committee with the faculty member(s accumulated student course evaluations, and with such other information from the candidate’s departmental file as the Personnel Committee shall deem useful and relevant.

f. The Personnel Committee shall, prior to the end of spring semester, appoint a select committee of three faculty members from the group eligible to vote on the candidate. 
Prior to the end of spring semester, the Personnel Committee, exercising its best professional judgment for expediting a fair and balanced review, shall convene a select committee of three faculty members to coordinate the promotion review. The select committee will be composed as follows: one member of the committee will be selected by the PC, one member of the committee will be selected by the chair, and one member of the committee, who shall serve as chair of the select committee, will be selected by and acceptable to both the PC and the candidate under view for tenure and promotion. All three faculty members serving on the select committee must be of the rank eligible to vote on the candidate under review. The select committee will be responsible for compiling the necessary documents and outside letters that will constitute the essential components of the department’s recommendation packet on the candidate(s scholarship, teaching, and service. The chair of the select committee will present to the meeting of departmental faculty eligible to vote on tenure and/or promotion to associate rank a fair and balanced summary of the professional qualifications of the candidate for tenure and promotion but not including a formal recommendation for or against tenure and/or promotion. Members of the department will then engage in a thorough and professional discussion focusing on evaluating the candidate’s qualifications in scholarship, teaching, and service for tenure and promotion preliminary to voting (see section 8 below). Departmental faculty participating in the deliberations and voting on matters of tenure and/or promotion to associate rank are required, prior to the meeting, to review the candidates’ promotion files, including outside letters, Part I, and supporting documents.

6. Departmental vote on promotion to professor 
Each fall semester the Personnel Committee shall convene a meeting of faculty of appropriate rank to vote on candidates nominated for promotion to professor. The meeting shall be announced at least two weeks in advance. 

a. The chair of the Personnel Committee shall chair the meeting. The department chair shall serve as a non-voting, ex-officio member of the department meeting, and can respond to informational questions regarding the candidate. 

b. Departmental recommendations on promotion to professor will be determined by a majority vote of eligible departmental faculty present and voting at the meeting (excluding the department chair). Following the meeting, the chair of the Personnel Committee shall report the decisions and the vote totals to the department chair for inclusion in the promotion recommendation to be forwarded to the College.

c. At the conclusion of consideration, each faculty member being formally considered for promotion to professor shall be notified in writing by the department chair of the decision in his or her case.  

7. Request for Reconsideration

Any faculty member whose nomination for promotion to professor is denied by the department may request reconsideration at the departmental level (in keeping with item 6.24 of the University By Laws), as follows:

a. The faculty member shall, within 7 days of notification, file with the chair of the Personnel Committee, a letter stating the reasons for the request, along with such additional documentation and written information as the faculty person wishes to submit in support of the request. 

b. Within 7 days of the request for reconsideration, the Personnel Committee will review the additional documentation and information and will i) prepare a written report on the request for reconsideration, and ii) convene a meeting of the faculty of appropriate rank to hear its recommendation on the request for reconsideration.

c. The eligible department faculty shall then vote to reverse or sustain the recommendation not to promote, the decision to be made by a majority vote of eligible faculty present and voting at the meeting (excluding the department chair).  

8. Any colleague nominated but not recommended for promotion to professor rank at the departmental level has the right of appeal to the college (see item 6.15 University By Laws).

9. In accordance with university policy, the department chair forwards recommendations for promotion to professor to the college with the recommendations of the chair of the Personnel Committee and the department chair reported separately. In instances where there is disagreement between the Personnel Committee and the department chair over the recommendation, each shall prepare a separate written statement supporting their respective recommendations.
C. Criteria for Promotion

1. Promotion from assistant to associate professor, and from associate to full professor, will not be recommended until an individual has served at the lower rank, at this and other institutions of higher education, for a total of six years, except in the instance of extraordinary circumstances or an extraordinary record of achievement.  In considering recommendations for promotion, the Personnel Committee will bear in mind that the maintenance of the academic integrity and reputation of the history department and its programs require that its standards for promotion resemble those of peer doctoral programs in the discipline.
2. In all cases a recommendation for promotion will require clear evidence of continued scholarship plus a demonstrated ability in teaching and a commitment to service and departmental citizenship. It is not expected that to be eligible for promotion a faculty member will have demonstrated outstanding achievement in all of these areas.  However, each individual recommended for promotion must have established an overall record of accomplishment in scholarship, teaching, service, and departmental citizenship appropriate to the function of the Department of History. This function includes for each faculty member a substantial commitment to the advancement of knowledge through the research and publication and to the integration of individual research and current scholarship into undergraduate and graduate teaching.  

3. Recommendations for promotion will be based more heavily upon scholarly achievement and teaching performance than on service. Service is an integral and expected part of university membership, but for purposes of tenure or promotion it is accorded less importance than scholarly achievement and effectiveness in teaching.
4. Publication will be regarded as the most significant measure of scholarly achievement, and internal and external peer evaluation of an individual's scholarly publications will be an essential part of each recommendation for promotion to senior rank.  In every case, consideration will also be given to the quality and significance of the total body of scholarship. While no arbitrary quantitative standards will be set, the following guidelines will be used. 

a. For promotion to associate professor:
i. The acceptance for publication by a reputable press of a full-length, scholarly book manuscript of high quality; or the publication of a body of high quality peer-reviewed articles in respected journals that are judged to be the equal of such a book in scholarly achievement and significance; or, where appropriate, other scholarly accomplishments of comparable achievement, quality, and significance. 

ii. In addition, candidates for promotion to the rank of associate professor with tenure will be expected to have submitted one or more proposals to granting agencies for external funding of their scholarship.  Actual receipt of an external grant, while desirable, will not be required
b. For promotion to full professor:

The basis for promotion to full professor will be a faculty member's overall record.  This must include evidence of ongoing research together with significant publication since promotion to the associate rank.  The guideline for promotion to full professor ordinarily is:

i. the acceptance for publication by a reputable press of a second full-length, scholarly book manuscript of high quality; or the publication of a body of high quality peer-reviewed articles in respected journals that are judged to be the equal of such a book in scholarly achievement and significance; or, where appropriate, other scholarly accomplishments of comparable achievement, quality, and significance. 
 In addition, candidates for promotion to the rank of full professor will be expected to have submitted, since having been promoted to the rank of associate professor or having been hired at that rank, one or more proposals to granting agencies for external funding of their scholarship.  Actual receipt of an external grant, while desirable, will not be required.  
5. Evaluation of a colleague's teaching will be based primarily upon assessment of the individual's effectiveness in communicating the subject, incorporating current scholarship, and encouraging the intellectual development of students.  Such evaluation will include a consideration of the criteria listed in the university Bylaws, which include command of subject matter, skill in presentation, respect for students as learners, effectiveness in creating a good learning environment, thoroughness in presenting and tolerance of various points of view, skill and fairness in evaluating student performance, and acceptance of responsibility for ongoing improvement in teaching effectiveness and course content. 

6. Assuming distinction is demonstrated in research and/or teaching, as defined above, consideration shall also be given to other professional activities such as department or university committee assignments, participation in the work of professional organizations and their publications, and administrative service which reflects distinction upon the department and the profession

[Tenure and Promotion section pproved by departmental vote, 15 April 2005]
IV.  SEQ CHAPTER \h \r 1Merit Guidelines for History Department

The value of the faculty member to the department and the university lies in the extent to which he or she contributes to the instructional program, scholarship, and service missions of the department and university. In the annual review of faculty members, the department will assess each of these areas. Teaching and scholarship will account for 40 percent each of the assessment, with service counting 20 percent. In the case of the faculty members with administrative responsibilities (either within or outside of the department), the ratio may be different, and all faculty will be notified in writing of such exceptions to the assessment formula.   SEQ CHAPTER \h \r 1Faculty members on leave for all or part of the evaluation period will be evaluated in accordance with university policy (section 6.25 of the NIU Constitution and Bylaws). 
Annual Merit Evaluation Committee (AMEC)

 SEQ CHAPTER \h \r 1A. Charge - The Annual Merit Evaluation Committee (AMEC) determines annual merit rankings and increments and hears requests for reconsideration.  The committee also conducts the annual review of untenured members of the faculty and assists the department chair in the preparation of annual letters to the untenured members of the faculty.

B. Composition - The AMEC shall consist of four tenured members of the department and one tenure-track member of the department.

C. Selection and Term of Service - By December 1 of each year, the department shall have elected two tenured members of the department to serve on the AMEC.  The department chair shall then select, in a public setting to which all faculty members are invited to attend, two other tenured faculty members and one tenure-track faculty member, by lottery. 

        AMEC members will serve for two year terms.  However, in order to provide for staggered terms and thus have some continuity from year to year, during the first year the members of the committee chosen by lottery will serve only one year.  In subsequent years, all members selected for the Merit Review Committee shall serve for two years.  

         In the event the department has no eligible tenure-track faculty, the fifth member shall be selected from among the tenured faculty.  In the event that a selected faculty member goes on leave or otherwise resigns from the committee, the remainder of his/her term shall be filled by election or by lot, depending on how the committee member was originally selected.  

D.  Annual Merit Evaluation Committee Chair - The AMEC shall elect its own chair annually from among the tenured members of the AMEC.

E.  Willingness to Serve - Faculty may decline to serve in that year, but their names shall be returned to the pool in the next year's selection process.

F.   Service – Once having served on the AMEC, faculty members are ineligible to serve for two years. 

G.  The department chair meets with the AMEC and contributes to the discussion but does not vote.  The department chair either concurs with the AMEC’s decision in each case or dissents from it. 

I. Teaching 

Departmental goals:

Each member of the faculty of the Department of History strives to enrich the historical understanding, learning experience, critical thinking, and writing skills of our students through conscientious and innovative teaching on undergraduate and graduate levels. Faculty are committed to improving instruction in the department by updating course content, maintaining professional engagement in the discipline, being accessible to students, and using appropriate instructional methods and materials.   

Procedure: In evaluating the teaching of department faculty for annual merit review, the Annual Merit Evaluation Committee (AMEC) will apply a combination of qualitative and quantitative measures based on the following standards (on a scale of 1 to 5, with 1 being high). AMEC members will evaluate and discuss all of the relevant supporting documentation listed below as well as course evaluation scores as provided by the chair of the department. To arrive at a final rating for teaching, the AMEC will, by consensus or majority vote, assign a rating of 1 to 5 in each of the three sub-categories below. These ratings will then be averaged using the weighted scale provided below to produce a merit evaluation for teaching. 

For untenured faculty with more than one new course preparation, the weighed average teaching score will automatically be raised by .5.

The three sub-categories and weightings are as follows:

1. Course evaluations (50%): In assigning a rating based on course evaluations, AMEC members will consider a colleague’s teaching evaluations for the preceding year, separated into large survey sections, small survey sections, upper division courses, and seminar courses (the latter includes HIST 491). The department will administer student evaluations to all classes every semester. All departmental evaluations will be conducted using approved university policies.

2. Additional Qualitative Measures (25%): AMEC members will assign ratings for quality of teaching based on: 

A. the extent to which the faculty member’s course teaching materials, such as syllabi, assignments, examinations, and the like demonstrate content of high quality.     

B. the extent to which the faculty member demonstrates added teaching effort in comparison with prior years though such specific steps as revising or adding new courses to the curriculum, developing new teaching skills, employing new technological innovations, sharing pedagogical innovations with the department, participating in cooperative teaching, assisting with student advising..

C. the extent to which the faculty member contributes directly to instructional mission of the department in more than one key teaching area, for example, large surveys, upper-level methods courses (e.g. HIST 491), graduate instruction, teacher certification, interdisciplinary or cross-departmental courses.

D. Reports of the required annual classroom observation of non-tenured faculty. Reports of the voluntary observations of classes of tenured faculty members.

E. Evidence of professional development in teaching, including participation in workshops and programs aimed primarily at improving teaching, membership in scholarly association and attendance at meetings of scholarly associations devoted to teaching, grants and contracts related primarily to pedagogical concerns, research and publications related primarily to pedagogy, and similar activities.

F. Awards and prizes for teaching excellence

G. Other qualitative measures addressed in the faculty member’s narrative. The department evaluation does not preclude faculty using and providing additional diagnostic evaluations.

3. Additional Quantitative Measures (25%): AMEC members will assign ratings for quantity of teaching based on: 

A. the number of classes, separate preparations, and variety of courses taught during the evaluation period, with regard to the presence or absence of teaching assistants.

B.  the number of students in a faculty member’s classes as compared with all faculty in the department, with regard to the presence or absence of teaching assistants.

C. the extent to which the faculty member is engaged in extra teaching effort at the undergraduate level as demonstrated by independent studies, honors sections, sponsorship of URAP/USOAR students, and similar activities.

D. the extent to which the faculty member is engaged in extra teaching effort at the graduate level as demonstrated by direction of independent reading or research; service on MA and Ph.D. examination committees; direction of MA students for meeting research requirements; service on Ph.D. dissertation committees; and direction of Ph.D. dissertations, with due account being taken of how active the involvement was in a given year. 

E. Other quantitative matters addressed in the faculty member’s narrative.

[not part of formal document - but by way of illustration]

Example: AMEC Worksheet  - based on each AMEC member’s individual rating
	
	Evaluations 50%
	Add’l Qual. 25%
	Add’l Quant.

25%
	Avg.

	Consensus score
	3
	2
	2
	2.5


Merit Evaluation for Teaching: 2.5

II.  SCHOLARSHIP 
Departmental goals:

Each member of the faculty in the Department of History will develop and maintain an ongoing program of original scholarly research, publication, and professional engagement  that will contribute significant new knowledge to the historical profession and, where appropriate, to the public at large. 

In evaluating the scholarly activities of department faculty for purposes of annual merit review, the AMEC will apply the following standards (on a scale of 1 to 5, with 1 being high).

Evaluation Standards:

A rating of 1 in scholarship will be awarded for four successive years: 

For a single-authored, refereed scholarly monograph published by a university press or reputable trade press. A scholarly monograph is a book that 1) originates in an ongoing program of scholarly activity; 2) contains substantial original research; and 3) engages in the scholarly historical debate.  Upon evidence that the monograph is particularly important in the field (as demonstrated in book reviews, prizes won, conference sessions organized around the book, and the like), the rating of 1 may be extended for one additional year. After four years of credit, it is up to the faculty member to provide substantive evidence of the work’s influence, impact, and scholarly merit.

Based on the professional assessment of the AMEC, the chair will keep an annually updated list of faculty who have published monographs, giving the dates of publication and the multiple-year reward period. For a book to count in a given annual merit evaluation period, it must be in press in that period. To verify a book is in press the author must provide a letter or e-mail message documenting approval of the press’s board to publish the final, accepted manuscript. The chair will maintain a file documenting book publications credited in each annual review so that colleagues can verify when their publications are rewarded.

A rating of  2 in scholarship will be awarded for:

A.  Other authored or co-authored scholarly books, with the proviso that a higher rating for one or more years can be awarded at the discretion of the AMEC based on its professional assessment of the book.

B.  A refereed article, book chapter, substantial review essay, or direction of a substantial public history project (the faculty member must demonstrate that such a public history project qualifies as scholarship as opposed to public service), with the proviso that the higher rating can be awarded at the discretion of the AMEC for more than one article in that year or for a single article of special significance.  The AMEC will credit published articles, book chapters, and substantial review essays for the calendar year in which they appear in print, or upon receipt of a letter or e-mail of final acceptance by the publisher or journal editor to publish the final, accepted manuscript. The chair will maintain a file documenting article and chapter publications credited in each annual review so that colleagues can verify when their publications are rewarded.

C.  For an edited volume of original scholarly essays, with the proviso that a higher rating can be awarded at the discretion of the AMEC based on its professional assessment of such matters as the extent of the editor’s involvement in preparing the volume, quality of contributions, editor’s own scholarly contributions to the volume (chapters, introduction), and whether the volume is peer-reviewed, etc. Faculty must submit to the AMEC with their annual report a brief written explanation of their role as editor and their own scholarly contribution to the volume. 

D.  A major grant in the year it is received, with due consideration for the granting agency and amount of the award, with the proviso that a higher rating can be awarded at the discretion of the AMEC based on its professional assessment of the significance of the grant.  Faculty are to provide in their annual service reports a brief summary statement of the significance of grant awards. 

A rating of 3 in scholarship:

A.  For faculty who present evidence of an ongoing program of scholarly activity. To receive credit for scholarly activity, faculty must document their work in writing and must provide with their annual report tangible results such as written drafts of scholarly articles or book chapters, progress reports, descriptions of research trips, or other concrete examples of scholarly initiative. Scholarly activity must pertain to the calendar year under review. 

B.  For first-time presentations of paper(s) at scholarly conferences. 

C.  For smaller, funded research grants, and major grant applications that were not funded. Faculty should submit evidence of grant applications. 
Multiple scholarly achievements (applicable to accomplishments noted in ratings of 1, 2, and 3 above):

A highly meritorious combination of scholarly accomplishments can, at the discretion of the AMEC, merit a higher rating of up to one numerical score for one year. A highly meritorious combination of scholarly accomplishments each deserving a 1 in scholarship can, at the discretion of the AMEC, merit a rating of 1 for more than one year. 

A rating of 4 in scholarship:

For faculty who have published no original research in three years and who do not meet the criteria in category 3. In exceptional cases book reviews and the like may merit a rating of 3 if they make a substantial contribution to scholarly debate. 

A rating of 5 in scholarship: 

For faculty who have published nothing in six years or more and who do not meet the criteria in category 3. 

In addition to the items included in the various categories of scholarship, faculty members should submit evidence of scholarship that is not specifically described above, including book reviews, encyclopedia articles, scholarly translations, evaluations of article or book manuscripts for journals or presses, and the like.  Such additional evidence will be examined by the AMEC and taken into account in assigning a final merit score.

III. SERVICE

Departmental goals:

Each faculty member in the Department of History will actively engage in institutional service and in public or professional service activities that advance the cause of historical knowledge, professional development, and public recognition of the university. In their service activities, members of the department will maintain cooperative working relationships and be responsible citizens of the university.     

Faculty are to include in their annual service report a description of duties, responsibilities, frequency of meetings and time commitments of their service activities. The AMEC will determine the rankings with consideration for the responsibilities and commitments of the institutional or professional service activity. In evaluating the service activities of department faculty for purposes of annual merit review, the AMEC will apply the following standards (on a scale of 1 to 5, with 1 being high). 

Evaluation Standards:

Because of the teaching and research pressures on untenured faculty, the History Department recognizes that untenured faculty members may serve on fewer and/or less demanding committees than tenured faculty.  Untenured faculty performing conscientious department or university service will receive at least a rating of 3 in the service category. 
A rating of 2 or higher in service will normally be awarded:
For active and conscientious service on two or more major university, college, or department committees that meet frequently and require substantial preparation, or that, in the professional judgment of the AMEC, are engaged in exceptional special initiatives undertaken in a given year.

Major departmental committees are normally those dealing with policy, personnel, or curricular issues, or search committees.

For significant departmental service, plus active and conscientious external public or professional service (e.g. executive boards, editorships of scholarly journals and service on the editorial boards of such journals, steering committees, program committees for national historical professional organizations, officer in historical association, public lecturing and the like); or for scholarly service to the profession (reviewing grant proposals, serving as reviewer in tenure and promotion cases for others universities, serving on advisory panels for public and private agencies, and the like. The AMEC may award the higher service rating to the chairs of these committees.

A rating of 3 or higher in service
A.  For active and conscientious service on one major university, college, or department committee that meets frequently and requires substantial preparation, or that, in the professional judgment of the AMEC, is engaged in an exceptional special initiative undertaken in a given year. Major departmental committees are normally those dealing with policy, personnel, or curricular issues, or search committees.

B.  For active and conscientious service on two or more moderately demanding departmental, college, and university committees that meet less frequently and carry fewer time demands. The AMEC may award the higher rating to chairs of these committees. 

C.  For active and conscientious public or professional service, or for scholarly service to the profession, or active and conscientious professional service to the local, state, national and/or international community, that is not as demanding as that required for a rating of “2” or higher.

D.  For significant public history projects (museum exhibit consulting, curatorial projects, educational projects for public audiences, etc.)

E.  For fulfillment of special assignments, e.g. faculty advising of student organizations and programs, student services, program development, or web page development. 

A rating of 4 or higher in service:
For serving on low-demand committees so long as balanced by conscientious participation in department events, e.g. candidate interviews and receptions, departmental meetings, speaker events and receptions. 

A rating of 5 in service: 

For little or no committee responsibilities, frequent absences or neglect of committee responsibilities, or lack of engagement in departmental activities. 

Procedures
I.  Responsibilities of the individual faculty member

     By a date set by the department chair, which shall be no later than the end of January, the faculty member shall have on file in the department office the following items:

      1.  The annual CLAS Faculty Service Report. These reports are forwarded to higher administrative levels and so should be typed and carefully prepared.   

       2.  An updated curriculum vitae.  

       3.  A brief narrative describing to the faculty member’s accomplishments in teaching, scholarship, and service and in particular calling attention to matters that may not be immediately evident in the reporting form.  The narrative statement should attached to the CLAS Faculty Service Report.  

       4.  Copies of syllabi used in all courses taught during the reporting period.

      5.  A sample of examinations, paper assignments, and other materials used in courses

      6.  Copies of all publications and papers listed on the reporting form or letters of  firm acceptance.  In the absence of such letters, the work should be listed under “research in progress” on the CLAS service report.  

       7.  A list of publications that have previously been listed on the annual CLAS Faculty Service Report and for which multiple year credit may be allowed (such as books).  Indicate how many times the items have been listed.
 SEQ CHAPTER \h \r 1Reconsideration and Appeal

A.  Reconsideration.   After the AMEC and the department chair have concluded their deliberations, each member of the faculty will be notified in writing of his/her ratings in teaching, scholarship, and service, and the overall weighted average, and is given the distribution, the mean and median ratings for the department as a whole for each category.  Within ten days of being notified of ratings, faculty members, including the department chair, have the right to request in writing a reconsideration of the decisions in their case.  The affected faculty member may also request a meeting with the AMEC and the department chair to explain the grounds on which a reconsideration is being sought.


After examining the faculty member’s request for reconsideration, the AMEC, within two weeks of receiving the request for reconsideration, will vote either to sustain or to alter the original rating(s).  The department chair, who has an independent vote, may also sustain or alter his/her original rating(s).


The faculty member will be notified in writing of the AMEC’s and the department chair’s decision.


B.  Further Reconsideration.  If a faculty member who has asked for a reconsideration remains dissatisfied, she or he may write to the department chair requesting that a special committee be established to hear the case.  This must be done within three business days of receiving the decision from the AMEC and the chair.


The special committee will be selected in this way: the affected faculty member shall select one member (who is not a member of the AMEC), the AMEC shall select another member (who is not a member of the AMEC), and these two members shall select a third.  The special committee will consider evidence put forward by the affected faculty member, the AMEC (through the chair of the AMEC), and the department chair.  It will then vote either to sustain or alter the original rating(s).  


C.  Appeal.  Faculty members who remain dissatisfied with the outcome at the departmental level may avail themselves of appeals outside of the department, to the extent this is permitted and is available.  The department chair shall provide affected faculty members with information about possible appeals channels and procedures.  

       8.  (Optional)  Any other documentation the faculty member wishes to have the AMEC consider that relates to her/his contributions to the department’s instructional program, scholarly work, or service.

[Merit section approved in a department meeting, 3 December 2004.  Approved by referendum concluded on 16 December 2004.  Approved by College Council on 7February 2005 for use in 2005 (for merit evaluation of 2004) with minor editorial changes.]
V. Department Policies and Procedures on Family Medical Leave Act applications

1.  Departmental Family and Medical Leave Act (FMLA) procedures will apply equally and consistently to faculty members who have qualified for a similar term of leave of absence under FMLA entitlement.

2.  The Chair of the History Department will consult with the department’s Personnel Committee on all matters concerning the implementation of FMLA policy in the History Department. 

3.  The Chair and Personnel Committee are responsible for ensuring that university and departmental policy guidelines are implemented in a timely manner on the department level.

4.  The Chair and Personnel Committee will provide assistance to the faculty member who requests a leave of absence under FMLA entitlement. Such assistance will include providing the faculty member with complete information about FMLA policy at Northern Illinois University (including the departmental FMLA “Fact Sheet”); a list of appropriate contact persons who handle the various aspects of FMLA policy at the university; serving as a liaison on behalf of the faculty member with other university offices in processing the request for a leave of absence under FMLA entitlement; providing a standard formula for converting accumulated sick days to the amount of weeks available of paid FMLA leave for faculty members; and explaining all departmental back-to-work options to the faculty member.

5.  The Chair and the Personnel Committee will create for each faculty member who requests a leave of absence under FMLA entitlement a complete record of the documentation related to the leave. This record will be open to the faculty member for inspection at all times. With the permission of the faculty member, this record, with personal information removed, will also be available to other faculty for inspection.

6.  The Personnel Committee will hear and arbitrate any requests for reconsideration initiated by the faculty member. If resolution is not achieved, a departmental appeals committee will be convened to hear and arbitrate the request.

7.  A leave of absence under FMLA entitlement may not be used as a negative factor in personnel matters affecting a faculty member’s renewal, tenure, promotion, or merit ratings. 

8. For leaves ending before the end of a semester, the faculty member and the Chair/Personnel Committee will draft a “Return to Work” agreement that meets the following criteria as specified by the College:

•   the tasks are comparable to the faculty member’s original work load

•   the tasks are documentable 

•   the tasks are within the normal parameters of the faculty member’s job description. 

The faculty member must never be pressured to accept one “return to work” plan over another. 

9.  Untenured faculty members who take FMLA leave are entitled to have the corresponding period fully excluded, at their discretion, from current service for the purpose of determining the deadline for a promotion/tenure decision, i.e., they can delay the “tenure clock.” Such an exclusion must be requested in writing no later than the date on which the personal, medical, or family leave ends. The threshold for delay of the promotion/tenure clock by one year is twelve weeks of total leave.*

10. These guidelines and procedures will be included in the History Department Personnel Policies and Procedures document.
[FMLA section approved in a departmental referendum, 15 February 2005]

Overall document approved in departmental referendum, 10 May 2005]  
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