IUK Humanities Annual Evaluation and Promotion Guidelines 14

Indiana University Kokomo 
Department of Humanities Annual Evaluation and Promotion and Tenure Guidelines 
Approved by the Humanities faculty April 11, 2011
Contents
Section 1—Categories and Evidence for Annual Evaluations	2
	Teaching	2
	Scholarly/Creative Activity	5
		Scholarly Activity	5
		Creative Work	7
	Service	9	
Section 2—Overall Ratings for Annual Evaluations	12
Section 3—Promotion and Tenure	13












This document is a supplement to the Indiana University Faculty Handbook


1. Annual Evaluations  
Tenured or tenure-track faculty are evaluated in three areas: teaching, scholarly/creative activity, and service. 
Lecturers are evaluated in teaching and service. Half-time lecturers are evaluated in teaching only.
Faculty may elect the area in which they wish to demonstrate excellence. That is, one is not necessarily required to excel in teaching. Lecturers and half-time lecturers are not required to do research. Deviation from these guidelines must be agreed upon by the individual faculty member, the department chair, and the Dean of Arts and Sciences. Specific examples of “evidence” to support excellence in each of the three areas have been established in the Indiana University Academic Handbook and Indiana University Kokomo Faculty Senate documents. The aim here is to provide the faculty member sufficient information as to what might be included in each category to make the best possible case. This information provides the evaluator with evidence which can be used to make evaluative comparisons across the department. Partial lists of such evidence are provided for each evaluative category, but are not intended to be all inclusive or “set in stone”: 
 1.1 Teaching 
The prime requisites of an effective teacher are 
· intellectual engagement, integrity, independence, and a willingness to consider suggestions and to cooperate in teaching activities; 
· a spirit of scholarly inquiry which leads the teacher to develop and strengthen course content in the light of developments in the field as well as to improve methods of presenting material; 
· a vital interest in teaching and working with students; and, 
· above all, the ability to stimulate students’ intellectual interest and enthusiasm. 
1.1.1 Some Examples of Evidence  
Evidence of effective teaching might include: 
A. Teaching Load 
1. Courses Taught 
2. Teaching  a course in a non-traditional format: i.e., a site not on campus, a hybrid or online format, etc.
3. Teaching of students on an individual basis: e.g., independent studies, honors, supervisor of graduate proposal, chair of master’s thesis, member of thesis committee, undergraduate research, etc.
4. New course preparations 
5. Field trips or other travel conducted as part of a course
6. Travel as an integral part of a course.
B. Course Material 
1. Evaluated student materials
2. Study guides or handouts generated to give supplementary information 
3. Text books published
4. Text books accepted
5. Textbooks submitted 
6. Textbook receiving a review in a publication
C. Curriculum Development 
1. Course revisions 
2. Development of new course(s) 
3. Major changes in an existing course 
4. Incorporation of new technologies, issues of diversity, or service learning
5. Conversion of a course to new format
6. Team teaching or interdisciplinary courses
D. Student Evaluations 
1. Standard Course evaluation forms
2. Student evaluation forms created for a particular course
3. Unsolicited letters from students 
4. Letters from graduates of the program 
E.  Effectiveness in Classrooms/ learning outcomes/ measures of effectiveness of teaching
1. Scores on national tests (if direct connection can be made between faculty member and test achievement)
2. Student presentations of papers at conferences, 
3. Student acceptance at graduate schools (with direct connection between acceptance and faculty member’s teaching)
F. Peer Evaluations
1. Evaluations by department chairperson 
2. Classroom observation and evaluation by faculty in the department 
3. Classroom observation and evaluation by faculty in other IUK departments
4. Classroom observation and evaluation by reviewers external to the campus, including review of teaching materials 
G. Teaching Grants 
1. Individual grants awarded 
2. Grant proposal 
3. Grant proposal reviewer
H. Scholarship of Teaching and Learning
1. Presenting papers or posters at SOTL conferences
2. Published in proceedings of SOTL conferences
3. SOTL articles published in peer-reviewed /publications
I. Miscellaneous 
1. Serving as a program coordinator or director who provides teaching materials, workshops, and/or mentorship of other faculty
2. Reviewing other people’s textbooks
3. Special enhancement of student learning opportunities such as accompanying students to conferences, sponsoring students for undergraduate research conferences, etc. 
4. Teaching activities of special distinction 
1.1.2 Evaluation 
The evaluation of teaching will be as follows: 
· An individual will be judged to be Excellent when sources of evidence indicate that performance is above average. 
· An individual will be judged to be Satisfactory when sources of evidence indicate that performance is average. 
· An individual will be judged to be Unsatisfactory when sources of evidence indicate that performance is below average.  
1.2 Scholarly / Creative  Activity 
Faculty are expected to maintain expertise in their discipline. Further, faculty are expected to contribute to their discipline by communicating their ideas to colleagues beyond the campus. The expectation for faculty producing research is the publication of research in a  peer-reviewed journal suitable to the discipline. However, other forms of research are acceptable. One peer-reviewed journal publication journal every three years, steady progress on a long term project, or an appropriate combination of other activities enumerated below, constitutes satisfactory progress in research.
NOTE:  If listing a multiple authored work, please explain your contribution to the publication.
1.2.1 Some Examples of Evidence 
Evidence of scholarly activity might include: 
A. Books 
1. Books published 
2. Books accepted for publication 
3. Books submitted 
4. Essay or chapter in an scholarly anthology
5. Article published in a reference source
6. A review of book candidate has published 
7. Significant revision of a text in a later edition
8. Edited book
9. Manuscript reader for publisher 
B. Journals 
1. Journal articles submitted 
2. Journal articles accepted 
3. Journal articles published 
4. Editor, nonprofessional journal 
5. Editor, professional journal 
6. Editorial board member, professional journal 
7. Referee for a journal 
C. Conferences 
1. Paper submitted for state, regional, national,  or international meeting 
2. Paper accepted for state, regional, national, or international meeting
3. Paper presented at state, regional, national, or international meeting
4. Paper presented at conference published in proceedings. 
5. Poster session presentation—note: indicate if poster session presentations are reviewed
6. Attendee, professional meeting 
7. Chairing a meeting or being a respondent  
8. Designing a particular panel of presentations
D. Research Programs 
1. Program grants 
2. Program proposed--state, regional, national, or international meeting 
3. Program accepted-- state, regional, national, or international meeting 
E. Research Grants 
1. Grant proposal submitted 
2. Grants awarded 
3. Grant proposal reviewer 
F. Miscellaneous 
1. Work-in-progress 
2. Evidence of official recognition 
3. Speech at another college/university or IU campus 
4. Local programs/papers 
5. Development of new competency 
6. Works of practical or applied research 
7. Computer applications 
8. Projects undertaken in partnership with industry 
9. Other 
1.2.2 Evaluation 
The evaluation of research will be as follows: 
· Faculty will be rated as Excellent in research when a publication occurs within a given year or when a faculty member exceeds expectations of a satisfactory rating. 
· A Satisfactory rating will be given when a faculty member publishes at the rate of a paper every 3 years, makes steady progress on a long term project, or provides evidence of an appropriate combination of other activities as enumerated above. 
· An Unsatisfactory rating will be given when a faculty member does not publish at the rate of a paper every three years, fails to make steady progress on a long term project, or fails to provide evidence of an appropriate combination of other activities as enumerated above.
1.2.3 Creative Work
Some professorial faculty, such as those in the fine arts, may produce creative works instead of research. These are generally works of art.  Such an option is determined by the faculty member, Chair of the Department of Humanities, and the Dean of Arts and Sciences. Typically, this is determined upon being hired. 
Creative works are evaluated by peer review and professional recognition. Completion of a work is not, in and of itself, a satisfactory measure of productivity. Rather, the work must be presented, evaluated, reviewed, or critiqued in some way. Conversely, a single work can be presented or exhibited multiple times. The specific circumstances of those multiple showings must be considered when evaluating satisfactory versus excellent activity.
1.2.4 Examples of Creative Work
Below are rubric guidelines for studio and publication-based research and/or creative endeavor.
	Types of Documentation
	Satisfactory
	Excellent

	Exhibitions
	Work presented at present university or venues with localized missions.

Work presented in non-refereed, non-adjudicated, or non-juried venue.

	Work presented at venues with a regional,  national, or international mission.

Work presented at a venue with a regional, national, or international reputation, or work invited by recognized artists or critics.

Work refereed, adjudicated, or juried by an appropriate expert.

	Collections

	In the collection of any corporation, public or private organization, or institution. 
	In the collection of any corporation, public or private organization, or institution known for their collection.

	Commissions
	Any local commissioned work.
	Public or private commissions recognized by professional peers, journals, or textbooks.

	Publications
Publications: Scholarly.
All of the examples of evidence of scholarly activity under 1.2.1 apply



Creative writing.
Short stories, poems, plays, scripts, novellas,  novels, or songs submitted for publication to appropriate outlets for creative writing.
	A Satisfactory rating will be given when a faculty member publishes at the rate of a paper every 3 years, makes steady progress on a long term project, or provides evidence of an appropriate combination of other activities as enumerated above in 1.2.1. 



A Satisfactory rating will be given when a faculty member publishes a significant shorter work within three years, makes steady progress on a long term project, or provides evidence of an appropriate combination of other activities.
	Faculty will be rated as Excellent in research when a publication occurs within a given year or when a faculty member exceeds expectations of a satisfactory rating.  [See 1.2.1]
OR
Creative work is cited in a publication of a regional, national, or international status.
Faculty will be rated as Excellent in creative publications when significant number of shorter works or a longer work gains regional, national, or international attention.

	Reproductions
	Art works reproduced in local newspapers or journals.
	Art works selected for reproduction in regional, national, or international journals, textbooks, or catalogs.



1.2.5 Evaluation of Creative Work 
The evaluation of creative work follows the rubric above. 
· Production of work meeting the definition of Excellent will merit a rating of Excellent in the annual review. 
· Production of work meriting the definition of at least a Satisfactory but not excellent will receive a Satisfactory in the annual review. A Satisfactory rating will also be given when a faculty member can document creating work but met none of the above criteria for one year; faculty cannot receive a Satisfactory rating for more than one consecutive year without meeting the criteria from the rubric. 
· An Unsatisfactory rating will occur when faculty do not meet the criteria for satisfactory rating for that year.
1.3 Service 
Service is 
· involvement in department, division, campus, and university activities,
· involvement in professional societies/organizations, and 
· involvement in the community provided that it is related to one’s own discipline/profession. 
1.3.1 Some Examples of Evidence 
Some evidence of service might include: 
A. All-university Committees 
1. Chair, all-university committee 
2. Member, all-university committee 
3. Chair, professional school committee 
4. Member, professional school committee 
5. Chair, search and screen committee (all-university) 
6. Member, search and screen committee (all-university)
7. Chair, university task force (or similar designed group)
8. Member, university task force (or similar designed group) 
B. Campus committees 
1. Chair, IU Kokomo committee 
2. Member, IU Kokomo committee 
3. Chair, IU Kokomo search and screen committee  
4. Member, IU Kokomo search and screen committee  
5. Chair, IUK task force (or similar designated group)
6. Member, IUK task force (or similar designated group)
C. Arts and Sciences Division committees 
1. Chair, division committee 
2. Member, division committee 
D. Departmental committees 
1. Chair, departmental committee 
2. Member, departmental committee 
3. Chair, departmental search and screen committee 
4. Member, departmental search and screen committee 
E. Advising 
1. Student advising, (e.g., graduate school expectations or applications, career options, etc.)
2. Advising during registration 
3. Participation in student recruitment 
F.  Departmental Spaces (labs and studios)
1. Setting up a space
2. Substantial renovation of a space
3. Reorganization of a space
4. Maintenance of a space
G. Other Activities 
1. Faculty Senate Officer, UFC officer, or campus UFC representative 
2. Providing development opportunities for other faculty 
3. Mentoring a junior faculty member 
4. Raising funds for programs/activities/scholarships 
5. Public lectures in one’s field 
6. Field trips NOT associated with a particular course 
H.  Administrative Service
      1.  Coordinator of course taught by others
      2.  Director of programs such as International Studies, Honors, MALS, Writing Center, etc.
      3.  Department chair
      4.  Other duties as assigned
I.  Professional Organizations 
1. Chair, national committee 
2. Member, national committee 
3. Chair, state committee 
4. Member, state committee 
5. Officer, national/state/regional level 
6. Member, professional association 
7. Chair a session in a professional meeting
8. Conduct an in-service training workshop/course 
9. Organize a training workshop/course 
10. Consultant visit 
11. Sponsor, student organization/activity  
J. Community Service
1.  Leadership in city, county, regional, state, national, or international service organizations
2. Recognized achievement for service by an organization in the university’s service area
1.3.2 Evaluation 
The evaluation of service will be as follows: 
· An Excellent rating in service will be given to faculty who demonstrate a substantial and valuable contribution in one or more areas or whose service component is clearly above the average.
·  A Satisfactory rating will be given to faculty demonstrating average contributions in service. 
· An Unsatisfactory rating will be given to faculty not demonstrating average contributions in service.  
2. Overall Performance Rating 
For the purpose of the annual evaluation the following categories will be used: 
Outstanding 
A faculty member must have achievements that exceed excellent. (NOTE:  This is an unusual rating.)
Excellent 
A faculty member must exceed the requirements for a satisfactory rating. 
A tenured or tenure-track faculty member must receive two excellents and one satisfactory, or three excellents. 
A lecturer must receive excellent ratings in teaching and service. A half-time lecturer must be excellent in teaching and must have substantial activities in scholarly activity and/or service. 
Satisfactory 
A faculty member must have one excellent rating and the remaining rating(s) must be satisfactory or all satisfactory ratings. For tenure-track faculty, three satisfactory ratings is an inadequate ranking to make progress towards promotion and tenure, however. 
Unsatisfactory 
This rating will be given when a faculty member receives an unsatisfactory rating in one or more areas.

3. Promotion and Tenure Guidelines 
The Department of Humanities adheres to the criteria and policies regarding promotion and tenure as stated in the Indiana University Faculty Handbook and in IU Kokomo Faculty Senate documents. The criteria and guidelines constituting evidence for purposes of the annual review and for purposes of promotion and tenure are identical.
3.1 Criteria for promotion 
Teaching, scholarly and creative work, and service (which may be administrative, professional, or public) are long-standing University promotion criteria. Promotion considerations must include the individual’s contribution to the mission of the campus. A candidate for promotion should normally excel in at least one of the areas (teaching, scholarly/creative activity, and service) and be satisfactory in the others. Alternatively, a candidate may present evidence of a balance of strengths that promises comparable benefits to the university over time.  Promotion to any rank is a recognition of past achievement and a sign of confidence that the individual is capable of greater responsibilities and accomplishments. When considered for promotion, the individual should be assessed in regard to all three criteria from the preceding section. Favorable action should result when the individual has demonstrated a level of satisfactory or excellence appropriate to the proposed rank in one area of endeavor. Failure to promote may arise from unsatisfactory performance in any one of the other areas. 
A. From Lecturer to Senior Lecturer
This promotion is based upon a documented record of consistently excellent teaching and at least satisfactory service. 
1. The candidate must have demonstrated a notable ability to stimulate in students a genuine desire to learn and to excel academically without regard to their starting levels. Evidence of a consistent willingness to engage in new course development and to work with individual students, whether in person or online, should be demonstrated whenever feasible. (See section 1.1 Teaching above.) 
2. A solid record of participation in the internal life of the campus through committee work and in the relationships of the campus to the greater community (public or professional) must be clearly documented. 
B. From Assistant Professor to Associate Professor 
This advancement is based on continued improvement, whether in quality of teaching, in scholarly or creative activity, or in the performance of service roles. 
Standards of Excellence for Promotion from Assistant Professor to Associate Professor
All candidates must choose one area of excellence.  Below are the standards of excellence for each category.  

a. Teaching as the area of excellence
Teaching should be distinctly superior to that of effective teachers at this and other major institutions. 
b. Scholarly activity or other creative work as the area of excellence
If scholarly activity or other creative work is the area of excellence, the candidate should have demonstrated a broad grasp of his or her own and related fields, and the candidate should be establishing a national reputation as a scholar or artist. 
For scholarly activity, a definite and comprehensive plan of future research covering a number of years and a beginning thereon which extends well beyond the limits of the doctoral dissertation should be evident. There are various methods for demonstrating excellence in scholarly activity, but what follows is a typical path.    
The department typically holds the following expectations for EXCELLENT scholarly activity: 
· [bookmark: _GoBack]Having at least four refereed journal articles published OR publication of a book by a recognized publisher since the last appointment in rank at IUK;  (Note # 1:  publication in particularly prestigious journals or publication of a book by top publishers may allow the candidate to argue for special consideration.)  
· Conducting research mainly in or contributing to the fields covered by the School/Department; 
· Establishing a pattern of research and publication that shows growth and development as a recognized scholar; 
· Presenting other evidence or dedication to scholarship as noted in 1.2.1.  (Note #2: other forms of research should be roughly equivalent to at least four journal articles.  
Note # 3: The Department of Humanities does not use a formal journal ranking system.)
For creative works, such as the Fine Arts, the candidate must provide documentation that establishes a record of achievement using the items outlined in 1.2.4. Candidates are encouraged to pursue funding sources in order to support their creative efforts. 

The department typically holds the following expectations for EXCELLENT creative activity:
· Documentation should be provided for approximately 6 to 10 achievements during the period under review for promotion with tenure, with at least three meeting the criteria for excellence as defined in 1.2.4. 
· The professional activities should demonstrate significance in terms of peer-reviewed standards of excellence in the creative discipline. 

NOTE: Candidates may also achieve a ranking of excellence via a comparable combination of scholarly publications and fine arts achievements.  

c. Service as the area of excellence
If service to the University, profession, or community is the area of excellence, it should be discharged with merit and should reflect favorably on the University and on the individual’s academic status.  
3.1.1 Standards for Satisfactory Performance for Promotion from Assistant Professor to Associate Professor
Faculty must be at least satisfactory in the areas other than the one they select as excellent. This section sets general expectations for the minimum accepted standards for satisfactory teaching, service, and scholarly or creative work.
Minimum accepted standards in teaching for purposes of Tenure and Promotion require the candidate to show a consistent record of course development, positive student evaluations, contributions to student success, etc. 

Minimum accepted standards for faculty producing scholarly works for purposes of Tenure and Promotion are:  

· Having at least two but typically three refereed journal articles published or in press since the last appointment in rank at IUK and other evidence of or dedication to research as noted in 1.2.1. 
· Evidence of Research/Scholarship Performance. To get promotion with only two refereed journal articles/publications requires the candidate to make the case they are of substantial merit.  (Note: Papers, technical reports, and non-refereed articles in prestigious journals can enhance one’s qualifications for promotion, but do not substitute for refereed journal articles.) 
· NOTE:  Probationary faculty should have at least one paper published or “in press” by end of their third year of probationary status.

Minimum accepted standards for faculty producing creative works, such as in Fine Arts for purposes of Tenure and Promotion are: 

· The candidate must provide documentation that establishes a record of achievement using the items outlined in 1.2.4. 
· Documentation should be provided for approximately 5 to 8 achievements during the period under review for promotion with tenure. 
· NOTE:  Probationary faculty should have at least 2 achievements by their third year of probationary status.
· Candidates are encouraged to pursue funding sources in order to support their creative efforts.

Minimum accepted standards in service for purposes of Tenure and Promotion require the candidate’s service contributions to reflect a consistent pattern of service activity at least at the departmental and campus levels.  

C. From Associate Professor to Professor 
1.  This promotion is based upon achievement beyond the level required for the associate professorship. All candidates must choose one area of excellence.  Below are the standards of excellence for each category.  
a.  If teaching is the primary criterion, the candidate must have demonstrated an extraordinary ability to stimulate in students, either undergraduate or graduate, a genuine desire for scholarly work. Wherever feasible, he or she should have demonstrated the ability to direct the research of advanced students. 
b. If scholarly activity is the primary criterion, the candidate should have shown a continued growth in scholarship which has brought a national reputation as a first-class productive scholar, with a stream of activities that shows in-depth focus in a particular area and coherence in thought development, including at least six refereed journal articles (or their equivalent) since the last appointment in rank at IUK.
c.  If creative works, such as in the fine arts, is the primary criterion, the candidate must provide documentation that establishes a record of achievement in exhibitions, commissions, publications, grants, and fellowships after the previous promotion and tenure; these professional achievements should demonstrate significance in terms of national recognition in the creative discipline. 
· Documentation should be provided for approximately 10 to 15 achievements during the period under review for promotion, with at least 8 meeting the criteria for excellence as defined in 1.2.4. 
· The professional activities should demonstrate significance in terms of peer-reviewed standards of excellence in the creative discipline. 
d.  If administrative, professional, or academic service is the primary criterion, distinguished contributions must be evident. 
3.2 Criteria for Tenure 
After the appropriate probationary period, tenure shall be granted to those faculty members whose professional characteristics indicate that they will continue to serve with distinction in their appointed roles. The criteria for tenure and the criteria for promotion (see pp. 54-56, Indiana University Faculty Handbook) are similar, but not identical. (See 4.3 under “Policies Governing Reappointment and Non-Reappointment during the Probational Appointment Period.”) 
Tenure considerations must take into account the mission of the department and the individual’s contribution to that mission. To be eligible for tenure, the candidate must not simply meet a minimum set of standards: the candidate’s past performance should offer a strong indication that he/she will continue to grow and contribute strongly to the department’s mission of teaching, service, and scholarly/creative activity. 


