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DEPARTMENT OF POLITICAL SCIENCE

DEPARTMENTAL DECISION-MAKING PROCEDURES

A. The business of the Department shall be conducted only when a quorum of one-half or more of
the vating membershipis present. Proxieswill not count in determining the existence of a
quorum. Under crcumstances where the Department must act on a hiring decision because of
time constraints during a period outside the fall and spring semesters, aquorum shall be reduced
to those present for a Department meeting announced at least three daysin advance. In these
arcumstances, reasonable efforts will be made by the Chair to natify faculty by telephone and
email of the meeting.



Proxy voting is permitted on al questions before this Department, unless explictly exduded
dsawherein these paides. The person casting a proxy vote must consult with the aosent
person regarding their wishes on the questions to be voted upon and must passess awritten and
signed proxy.

Decisions of the Department shall be made by amgjority of votes cast unless a different
dedsionruleis spedfied in other sections of these bylaws.

Indl cases, dl regular faculty members shall have avote on all non-personnd related questions.
Regular faculty members are tenured and tenure-track members exduding senior officers
during her/his period of service.

Only thase eigible to vote may be present for discussions and votes on personnd related issues.

All regular faculty members shall have avote on personne questions induding hiring,
regppoi ntment, tenure, promotion, retrenchment, sabbatical, etc., except where exduded inthe
procedures covering each specific type of personnel decision.

No Department member shal have avote on hiring, reappointment, tenure, promotion or
sabbatical decisons directly affecting hersalf/himself; nor shall such faculty member be present
at portions of meetings discussing such decisions, except as provided for esewherein these
bylaws. Faculty members currently or previoudy related by marriage or having similar openly
acknowl edged relationships with amember of the Department or a student in the Department
shdl nat be present during discussion nor should they vote on personnel decisions affecting that

person.

Each year committee assgnmentswill be made in a manner determined by amajority of votes
cast in a Department meeting.

All mations propasing a change to any decision-making procedure or palicy of this Department
must be dreulated at least one week prior to the meeting in which they are to be acted upon.

For al scheduled meetings of the Department, an agendawill be provided by the Chair at least
48 hours prior to the scheduled mesting.

WORKLOAD

Faculty workloads shall be consistent with University and the CMU-CMUFA Agreement (Agreement)
polices on workload. The Department shall initiate faculty workl oad recommendations in accordance
with the Agreement.

BUDGET POLICY

The Department Chair will distribute to the regular faculty areview of the finanda status of the
Department in October each year. The Chair, with the advice of the Policy Committee, will draw up a
plan of expenditures for the academic year. Individua requests for discretionary funds above a $100
limit will be referred to the Policy Committee by the Chair.
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V.

DEPARTMENT COMMITTEE SYSTEM

A.

The Department shall have six standing committees of at least four faculty members. A
quorum exists when at least three voting members of a committee are present and voting
without objections from any member; e-meetings with e-vaoting is an acceptable form of
mesting. In addition, the Department Chair is a vating member of the Policy Committee and a
non-vating member of other Department standing committees. The Sx committees are:

ok wnpE

Personnel

Palicy

Curriculum

Public Administration (PA) Coundil
Master of Arts (MA) Council
Assessment

Committee Charges:

1

Personne Committee

The Personnd Committee will make personnd recommendations to the Department on
thefilling of all vacandes, induding graduate assstantships. It will review and
approve ProfEd temporary faculty applications to teach undergraduate political science
oourses, other than Public Administration courses. The Personnd Committee will
assig the Department Chair in completing written reviews of temporary faculty
members prior to their subsequent appointments, if any.

Policy Commiittee

a The Pdlicy Committee considers and recommends palicy changesto the
Department. It isthe Chair’ s respongbility to oversee the budget of the
Department in accordance with college and university policies/procedures.
The Policy Committee a so reviews the budget of the Department, prepared by
the Chair each fall semester, and reports at Department meetings any
expenditures for which its approval is sought and any ateration in the budget
of the Department prepared by the Chair.

b. The Pdlicy Committee chair, in consultation with other committee members,
maintains a current orderly compilation of all approved departmenta palicy
decisions. Such compilation should be kept current by areview each fal by
the Policy Committee.

C. The Policy Committee shall review applications for student teaching and make
appropriate recommendations to the Teacher Education Program.

d. The Policy Committee shall aso be convened for consultation with the Chair
whenever an immediate decision or recommendation is required from the
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Department, and it is imposs ble to convene the entire departmentd
membership.

3. Curriculum Committee

The Curriculum Committee will have respongibility for overseeing the undergraduate
offerings of the Department. This committee will regularly study the needs of
undergraduate students we serve and make recommendations to the Department to
meet those needs.

4. Public Administration (PA) Coundil

a

The PA Council will have respongbility for overseeing the Master of Public
Administration program and the undergraduate concentration in public
adminigtration. The PA Council will consst of dl regular Department faculty
members who teach core courses in the program. Regular Department faculty
members who teach e ective courses in the program may be granted annual
renewable membership on the PA Coundil by amgjarity vote. The PA
Coundl, at itsfirst meeting of the academic year, will select one of its
members as chair for three years.

The PA Coundl will be responsible for regular review of the Master of Public
Administration program, incdluding such areas as its generd polides and
planning, mission, curriculum, course scheduling and teaching assignments,
and degree and admission requirements. It will make curriculum
recommendations to the Department. It will make recommendations to the
Graduate Schod on admission to the MPA program. It will review and
approve ProfEd temporary faculty applications to teach Public Administration
courses. The PA Coundl will also make recommendeations to the Pdlitical
Saence Department regarding the use of finanaa and other resources
affecting the Master of Public Administration program.

5. Master of Arts (MA) Council

a

The MA Coundil will oversee the Master of Arts program in Political Science.
The MA Council shal consist of five members plus the Department Chair
who shal be amember ex officdo. One member shal be selected from each of
three subfields: 1) American palitics, 2) internationa relations/comparetive
palitics, and 3) palitical theory/methodol ogy.

The MA Coundil will be responsible for regular review of the MA program,
induding such areas asits generdl policies and planning, mission, curriculum,
course scheduling and teaching assignments, and degree and admission
requirements. It will make curriculum recommendations to the Department. It
will make recommendations to the Graduate School on admission to the MA
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program. It will review and approve ProfEd temporary faculty applications to
teach Master of Arts courses. The MA Coundil will also make
recommendations to the Department regarding the use of finandd and other
resources affecting the MA program.

Assessment Committee

a

The Assessment Committee will have responsibility for developing,
implementing and eval uating the Department’ s undergraduate and graduate
assessment programs. It will advise and assist the Department’ s Assessment
Director in managing the assessment plan, presenting assessment results, and
mai ntai ning communi cations with appropriate university and college
assessment offidals. The Assessment Committee shall consist of the chairs of
the PA Coundil, MA Coundil, and Curriculum Committee, the Department
Assessment Director, and one faculty member elected at large. The
Assessment Director shal act as chair of the Assessment Committee.

The Assessment Committee will be responsible for drafting and periodically
updating the Department’ s assessment plan, induding detailing learning
objectives for each undergraduate and graduate program. It shall present the
plan and substantive changes to the Department for approva. It shal organize
the implementation of the assessment process, induding gathering data and
evauating results. It shall coordinate reporting of assessment results,

ind uding making recommendations regarding curriculaand programsto the
Department. It shal assist in writing annual departmental assessment reports
in conjunction with the Assessment Director.

V. INITIAL APPOINTMENT TO A TENURE-TRACK OR TENURED POSITION

A. Criteria

1

Evidence of the candidate's ability to meet the teaching and research requirements of the
position as defined by the Department. The candidate's areas of research and teaching
speddization are the primary factors.

Evidence of the candidate's academic qualifications as measured by progress toward, or
attainment of, advanced degreesin pdlitical sdence or related fidlds.

Evidence of the candidate’ s academic qualifications as measured by the quality and
quantity of schalarly and cregtive activity or potential for same.

Evidence of the candidate's teaching achievement and other rel evant experience as
measured by the nature and duration of such experience and evidence of the success of
this experience.



5.

Evidence of the quality of the candidate's academic preparation and rel evant experience
as measured by professional recommendations.

Procedures

1

When atenure-track or tenured pogdition is desired, the Department will discussthe
future needs of the Department and vate on the spedidties to be sought in asearch, the
required qudifications for the position, and the desired quaifications. These will be
submitted to the Dean and Provost for approval. Once approved, the Personnel
Committee will draft an advertisement for departmental approva. The approved ad
will be forwarded simultaneoudly to the Dean and Faculty Personndl Services by the
Department Chair in accordance with University palicy.

Oncethe ad is approved, the pogtion will be nationaly advertised in rel evant
professional mediaand in accordance with University policies and the American
Political Science Assodation guidelines on advertisng.

All applications and credentias received shal be available in the Department office for
review by al faculty members digible to vote on the appointment.

The Personnel Committee shall screen and rank top candidates according to the
required and desired qudifications in the advertisement, and report its recommendation
to the Department.

After discussion, regular faculty members shdl vote on which candidates should be
recommended for an interview. These recommendations shall be forwarded to the
Dean for approval.

All candidatesinterviewing for tenure-track or tenured pogitions shall be required to
give apresentation of their research to the Department. All candidates shall be required
to provide evidence of teaching competence.

In order to be recommended to the Dean of the Callege of Humanities and Sodd and
Behavioral Saences for appointment to atenure-track or tenured position, a candidate
must receive amgjority vote of al faculty members holding regular appointments. If
no candidate receives amgjority on either the first or second ballat, dl but the top two
vote getters on the second ballat will be diminated, and the Department will vote again.
If during this process, any tie occurs that affects the outcome, such asatie for second
placein theinitial round, that tie shall be broken by a mgjority vote of the Department.

If acandidate is recommended to the Dean for gppointment to a tenure-track position,
the Department shdl review the candidate s refereed publication record as shown in the
candidate’ s vitaat the time of application. After due consderation of the candidate's
publication record, the Department may vote to recommend to the Dean that the Dean
count a publication toward meeting the Department’ s requirement for tenure. Should
the Dean decide to count a publication toward meeting the tenure requirement, it will be
induded in the candidate sinitia letter of appointment.
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9.

The Personnel Committee shall assist the Department Chair in completing the
University' s Faculty Appointment Activity Record forms.

V1. PROCEDURE FOR SELECTION OF A CHAIR

A.

Need for the Sdection of aChair

1

A search for anew chair should be pursued at the beginning of the final year of a
Chair’sterm or in the event of avacancy or impending vacancy in the Chair. The
Department will make a recommendation within 30 days to the Dean of the College as
to whether aninterna or externa search for anew Chair will be pursued. Vating shall
be by secret ballot by regular Department members.

The Incumbent Chair shall inform the Department in writing by the first Department
meeting of the fall semester of the last year of afirst term of her/hisintention to seek a
second term.

In the event of a sudden or short-term (such as aleave replacement) vacancy in the
Chair, the Department shall, by a vote of amgjority of thetotal regular faculty
members, recommend to the Dean atemporary replacement until such time asaregular
Chair isin office.

Quadlificationsfor Chair Position

1

If aChair is sdlected from within the Department, the Chair must be a tenured member
of the Department. If an externa candidate is selected, the Department may choose to
recommend that the person be hired with tenure or that atenure decision be made
congstent with rank offered.

In addition to the criteriafor tenure, candidates for Chair shall be judged on the basis of
their demonstrated |eadership and competence in the normal administrative tasks
expected of Chairs or their promise for such leadership and competence.

Term of the Chair

The term of office can be from one to five years but shall normaly be for three years. A Chair
normally may not serve more than two consecutive terms. A Chair who has served two terms
may be redected only after another person shall have filled the position for &t least oneand a
half years.

Application Procedures

1

For Internd Search

a Any tenured member may apply for the position with aforma letter of
application, which will spell out her/his qudifications for the position along
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2.

Election

with any other information and proposals he/she may wish to put forward.
Supporting documentation may be submitted at the discretion of the candidate.

b. Deadlines for internal applications for the position of Chair shall be set by the
Department by maority vote.

For Externa Search

a Normal departmental and university hiring procedures will be followed.
Advertisements will lay out the quaifications for Chair induding the
requirements in the area of leadership and administrative competence along
with any required fields or competencies the Department may designate by
magority vote in its recommendation of the advertisement. Internal candidates
will be consdered in externd searches on the same basis as externd
candidates.

b. The Dean shdl establish deadlines for an externa search.

The departmenta recommendation for the selection of Chair shdl be by secret bdlat.
Applications of al candidates shall be available for review by al Department members
for at least saven working days prior to the date ballots are due. Faculty not in Mount
Peasant during the balating period or who are otherwise unabl e to vote on campus
during the balloting period may submit abalot by email, fax, or mail, addressed to a
member of the Personne Committee whois not acandidate. All such ballots shall be
held in confidence by the recipient and cast as though the person were present.

Vateswill be counted by the Personnel Committee or at least two designees of that
committee, not induding any person who has applied. Results will be conveyed to the
Department and the Dean in atimey manner.

If no person receives amagjority of the regular members of the Department’ s ballots, a
run-off of the top two candidates will be held. If thereisatie for second place, it will
be broken by a run-off between tied candidates.

Removal of the Chair

A magjority of the regular faculty may make arecommendation to the Dean for the removal of

the Chai
as Chair

r for non-performance or deficient performance of her/his professona responsibilities

. Vating shal be by secret ball ot within seven working days of such amation madeina

Department meeting. The Personnel Committee shall prepare aballot, natify al regular faculty
induding those not on campus, and be responsible for counting the ballots. The Personne
Committee shal announce the resultsto faculty and, if the recommendation isfor removal, to
the Dean. Those digible to vote who are not available for an on-campus ballot may vote by e-
mail, fax, or mail, addressed to amember of the Personnd Committee. All such bdlats shal be
held in confidence by the recipient.



G. Duties of the Chair

The Chair’ s duties will be congstent with the provisions of the Agreement and the documents of
the University cond stent with that Agreement.

H. Evaluation of the Chair

The Department’ s Personnel Committee shall conduct an annual survey of regular faculty
during the fall semester for the purpase of eva uating the performance of the Chair. Resultswill
be made avail able to the Department and Dean.

VIl.  REAPPOINTMENT

A. Criteria

1

Teaching Achievement

Evidence of the candidate's teaching achievement as demonstrated by the types of
materiaslisted in the promation artide of these bylaws (see IX.A.1.).

Scholarly and Cregtive Activity

a Evidence of the candidate’ s pursuit of research and schdarly activities as
demondtrated by work toward publication or work aready published in the
categories ligted in the promation artid e of these bylaws (see IX.A.2).

b. In the case of ingtructors, completion of or progress toward the completion of
dissertation in the course of fulfilling Ph.D. degree requirements will be
deemed to fulfill evidence of schalarly and creetive activity.

University Service

Evidence of University Service as measured by the criteriaand standards listed in the
promotion criteriaand standards section of these bylaws (see IX.A.3.).

Promise

a An evauation, based upon performance up to the present time, of the
candidate’ s potentid for professona growth and devel opment.

b. Judgment as to whether the candidate is contributing to the goals and
obj ectives established by the Department.

The future needs of the University.

All of the above criteriawhich are presently in use for determination of faculty
regppointments shal be taken into consideration in each case of regppointment. No one



criterion shal be consdered as sufficient to warrant regppointment. However,
attainment of the Ph.D. degree is arequirement for an award of tenure. Tenure-track
faculty must demonstrate sustained and satisfactory progressin her/his Ph.D. program,
and achieve an award of the doctoral degree a year before application for tenureis
made. Reagppointment applications will be given increasingly rigorous scrutiny as
faculty move toward atenure decision.

B. Procedure

1 The Department Chair shdl notify candidates for regppointment of the timetable to be
used in regppointment deciSons in accordance with the Agreement.

2. The decision on regppointment of non-tenured members shall be on the basis of
mgj ority vote of all tenured and tenure-track faculty of the Department (except the
candidate being considered).

3. The vote shdl be by secret balat.
a Ballat Language

Shdll the Department recommend (name of candidate) for regppointment to a
term as spedified in the Agreement?

Yes No

4. Inthe case of a“ na” vote, the voter must give awritten explanation referencing the
regppointment criteria of the reason for her/his decsion. The explanation may be
written on the ballot or attached to the ballot. The vote will not be counted in the
absence of such explanation.

5. Prior to vating, the tenured and tenure-track members of the Department (except the
candidate being considered) will meet to discuss and assess the candidate’ s materids
presented for regppoi ntment.

6. If the vote is not to reappoint a non-tenured faculty member, the candidate failing to be
recommended for regppointment shal be given written notice in accordance with the

Agreement.

7. For non-tenured faculty members failing to receive a recommendeation for
regppaintment, the appedl s procedure of the Agreement is available.

VIIl. TENURE

A. The Department regards the tenure decision as the most significant decision to be made about an
individud faculty member. The competence and promise of a candidate for tenure will be
eval uated by her/his achievement on the falowing criteria

B. The criteriafor tenure shal be:

1 Teaching Achievement
2. Scholarly and Cregtive Activity
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3.
4,
5.

Univergity Service
The promise of the bargaining unit member, as defined in the Agreement
The future needs of the University

The types of evidence required or acceptable for each of the above criteriafor tenure are
described in the promoation section of this document (see 1X).

Procedures

1

The Department Chair shal notify members of the Department of the regular
consideration dates for tenure. In the period three to four weeks before the individud' s
application for tenureis due in the Department, the Department Chair shdl notify all
eligible faculty to prepare their credentias for the Tenure Committeg's cons deration.

The Tenure Committee will be comprised of dl tenured members of the Department.

Candidates for tenure shall present, with their application, evidence of achievement on
each of the tenure criteria described above and a narrative statement for each
evauation criterion, explaining how and to what extent each of the activities daimed
has met the established standards. Examples of the types of evidence that might be
presented for teaching achievement, scholarly and cregtive adtivities, and university
service are presented in Artide IX, Section A. In the case of publication, the candidate
shdl provide aligt of scholarly publications regarded as "Category one” and a separate
list he/she regards as "' Category two', and a brief statement about the nature of the
refereeing process of each "Category one” item (see IX.A.2.a).

Each Tenure Committee member will assess whether the candidate has met
requirementsin "Category one' and “ Category two.” “Category one”’ publications are
scholarly research publications and are peer reviewed. “ Category one” publications
will be primafadie evidence of the level of performancein “ Category one” The
Tenure Committee will discuss and assess the candidate’ s materials presented for
tenure and present awritten summary to the Chair.

In order to be recommended for tenure, the candidate must have at least two * Category
one’ quaity scholarly research publications. If acandidate has not completed the
requirements for adoctorate, he/she will not be recommended for tenure.

The Department Chair will attempt to contact al members of the Tenure Committee
not present on campus to make arrangements for casting their ballot. (Thisisnot
intended to provide a proxy, but to alow for the use of faxes, etc., for casting aballat.)
Each member of the Tenure Committee will vote on the competence and promise of the
candidate by completing awritten evaluation of the candidate on each of the five tenure
criteria

a Ballat Language
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10.

11.

12.

13.

14.

Does the candidate fulfill the departmenta requirement for tenure on the

folowing:
(@) Teaching Achievement? Yes No
2 Scholarly and Creative Activity? Yes No
3 University Service? Yes No
4 The promise of the bargaining unit

member, as defined in the Agreement? Yes No
5) The future needs of the University? Yes No

In order to be recommended for tenure, a candidate must receive a positive vote from a
mgj ority of the Tenure Committee. Ballotswill be duein the Department office a a
date and time specified in the Tenure Committee meeting, but in no case more than five
working days from the date of the Tenure Committee meseting.

Inthe case of a“ N0’ vatein a category, the voter must give awritten explanation
referenang the tenure ariteria of the reason(s) for her/his decision on the ballot or
attached to the balot. The vate will not be counted in the absence of such explanation.

Department members shdll cast their ballotsin away that will preserve the secrecy of
ballots. A ballot box shall be placed in the Department office for this purpose. At least
two members of the Tenure Committee shall be present for the counting of balots. The
counters shall not discuss the content of ballots except as part of the process for
drafting a committee explanation of adenia of tenure recommendation as provided for
in the following paragraph. Individual Tenure Committee members shal not share
with the candidate comments of other members of the committee outside the process
outlined below.

If the candidate’ s application is denied, the Tenure Committee will meet within three
working days of the ballot counting to prepare awritten statement for the candidate of
the spedific reasons for the denia based on the ballat explanations.

The candidate may appedl the decision of the Tenure Committee to that body within
five working days of receiving written natification of the reasons for denid from the
Tenure Committee. The apped shal beinwriting. Such gppeals may be made on
either a substantive or a procedura basisor both. The pursuit of such an apped does
not preempt any other routes of appea which may be open to the candidate. Results of
the apped will be determined by a mgjority vate of the Tenure Committee.

When final voting has taken place, the Tenure Committee shal make ataly of the
overal votes and report it to the candidate, the Department, and the Dean.

The Tenure Committee shall assist the Department Chair in completing the
Department’ s written recommendation.
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IX. PROMOTION
A. Criteriaand Standards
1 Teaching Achievement
Evidence of the candidate’ s teaching achievement must be demondrated as falows:
a Systematic student evaluations of aforma character which provide a
comparative basis for evaluation are required. The candidate must discuss

them in the narrative.

b. Candidates may aso provide other evidence induding itemslisted below.
They must discuss how this evidence demongtrates effective teaching:

(@) Course syllabi and other teaching-related meterids.
2 Crestion of new courses.

3 Substantive revisions of master course syllabi.

4 Grade digtributions.

5) Evidence of chairing or serving on committees for thessand Plan B
papers.

(6) Substantive supervison of individua student research projects,
induding independent Sudies.

(7 ProfEd course-related materials and eval uations.

(8) Evidence of success of former studentsin related and subsequent
work environments.

9 Evidence of effective participation in student advising.
(10)  Teaching achievement awards.
(11) Vduntary peer observations.
C. Non-systematic student and peer eval uations obtained through student
questionnaires, written recommendations, etc., which do not involve a

designated comparison group may be presented.

d. Other activities related to teaching such as additiona training, skill
development, etc.
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2. Scholarly and Cregtive Activity

Evidence of the candidate’ s pursuit of scholarly research as demonstrated by
publication in appropriate scholarly media. Two types of scholarly activity will be
considered asfollows:

a

“ Category one’ publications indude scholarly research published or accepted
for publication under a refereeing system in which expert referees, invited or
employed by the publisher, play amgor rdein determining if the materia
merits publication. Thisimplies some objective process of evaluation, though
not necessarily a* blind” process snceinvited artides and other publications
might well be objectively evaluated, and therefore fit this category.
Specifically, full-length artides, scholarly monographs, books, and chaptersin
books which have been refereed will be considered * Category one’
publicationsin this document. Scholarly books and monographs will be
conddered equivalent to at least two * Category one” journa artides aswill
one edited book containing at least one original subgtantive chapter by the
candidate. A funded research grant will be considered the equivdent of one

“ Category ong’ scholarly research publication if the grant meets all of the
folowing criteria (1) the grant is provided by anon-CMU effiliated granter,
(2) the grant was peer reviewed, (3) the grant involves subject matter within
the pdlitical scence discipline, and (4) the amount of the grant is substantid.
Only one grant may be counted as a scholarly research publication for each
individua promotion or tenure application.

“ Category twa’ publications indude non-refereed publications, research notes,
editorships, book reviews, trandations, receipt of research grants that do not
mest the ariteriain 2.a.(1) above, and the presentation of papers reflecting
research and scholarly activities at the meeting of appropriate scholarly and
professond bodies.

3. University Service

Evidence of university service will be measured by the following criteriaand standards:

a

Service on department, callege, and university committeesinduding the CMU
Faculty Association. Candidates should supply not only their memberships on
committees but also information on the nature and/or quality of the service.

Service on and off campusin spedid programs, projects, workshops, dubs,
efc., which are rdated to the interests of the department, college, or university.

Service on eected and appointed public and non-governmental organizational
boards, commissons, and committees relevant to the discipline.

Office-halding or serving as a convener of apane or professiona seminar in
an appropriate professional or scholarly organi zation.

14



Procedures

1

The Department Chair shal natify members of the Department of the regular
appointment dates for promation. In the period three to four weeks before the deedline
for gpplication to the Department for promotion, the Chair shal natify al digible
faculty of the deadlineto prepare their credentials for the Promotion Committee's
consideration.

The Promotion Committee will be comprised of dl tenured members of the
Department.

Candidates for promation shdl present, with their application, evidence of achievement
on each of the promotion criteria described above, and a narrative statement for each
evauation criterion, explaining how and to what extent each of the activities daimed
has met the established standards. In the case of publication, the candidate shdll
provide alist of publications regarded as "Category one" and a separate list he/she
regards as "Category two," aong with a brief statement about the nature of the
refereeing of each "Category one” item.

Each Promation Committee member will assess whether the candidate has met
requirementsin "Category one" and “ Category two.” “Category one”’ publications are
scholarly research publications and are peer reviewed. * Category one” publications
will be primafacie evidence of the level of performancein “ Category one” The
Promotion Committee will discuss and assess the candidate’ s materials presented for
promation and present awritten summary to the chair.

In order to be recommended for promotion from assi stant professor to associate
professor, the candidate must have at least two * Category one” scholarly research
publications.

In order to be recommended for promation from associate to full professor, or to be
recommended for the contractual sdary adjustment for professor, the candidate must
have a least three schalarly research publications since the last promoation, &t least two
of which must be “ Category one” publications.

The Department Chair will attempt to contact all members of the Promation
Committee not present on campus to make arrangements for cagting their ballot. (This
is not intended to provide a proxy, but to allow for use of faxes, etc., for cagtinga
balat.)

Each member of the Promoation Committee will vote by completing awritten eval uation
of the candidate on each of the three promoation criteria.

a Ballat Language
Does the candidate fulfill the departmenta requirement for promotion on the
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folowing:

(@) Teaching Achievement? Yes No
2 Scholarly and Creative Activity? Yes No
3 University Service? Yes No
9. In order to be recommended for promation, a candidate must receive a poditive vote

from amgority of the Promotion Committee. Balotswill be due in the Department
office at adate and time spedified in the Promotion Committee meeting, but in no case
more than five working days from the date of the Promotion Committee meeting.

10. Inthe case of a“ ng’ votein a category, the voter must give awritten explanation
referencing the promation criteria of the reason(s) for her/his decison on the ballot or
attached to the balot. The vate will not be counted in the absence of such explanation.

11. Department members shall cast their ballotsin away that will preserve the secrecy of
ballots. A ballot box shall be placed in the Department office for this purpose. At least
two members of the Promation Committee shall be present for the counting of ballots.
The counters shall nat discuss the content of ballots except as part of the process for
drafting a committee explanation of adenia of promotion as provided for in the
folowing paragraph. Individual Promotion Committee members shall nat share with
the candidate comments of other members of the committee outside the process outlined
below.

12. If the candidate’ s application is denied, the Promation Committee will meet within three
working days of balat counting to prepare awritten statement for the candidate of the
spedific reasons for the denid, based on the ballot explanations.

13. The candidate may apped the decision of the Promotion Committee to that body within
five working days of receiving written natification of the reasons for denid from the
Promation Committee. The apped shall bein writing. Such appeals may be made on
either a substantive or a procedural basis or bath. The pursuit of such an appea does
not preempt any ather routes of appeal which may be open to candidates. Results of
the apped will be determined by amgjority vote of the Promotion Committee.

14. When final vating has taken place, the Promation Committee shall make atally of the
overdl vates and report it to the candidate, the Department, and the Dean.

15. The Promotion Committee shall assist the Department Chair in completing the
Department’ s written recommendation.

X. STUDENT EVALUATION POLICY
A. The Department will maintain an "open system” in which quantitative results of student
evauations of individua faculty memberswill be kept on file in the Department office for five
years. In addition, asummary of the departmental average scores of student evaluations will be
maintained in thefile.
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The sudent evauations shal be given within the last two weeks of regular dasses prior to exam
week.

The student evauations will be collected by someone other than the ingtructor and in the
instructor’ s absence.

Upon receipt of the student eva uations, the collector will take care thet they are sedled and
depogited in the Department office.

XI. SUMMER TEACHING POLICY

A.

Thefirst concerns of the Department in summer course assignments are departmental
programmatic needs and potentia for enrollment.

In making assignments for summer teaching, the Department Chair will give preference to
faculty members who have not had the most recent summer assignment. If acourseis cancelled
due to insufficdent enrdlment, the faculty member will not lose their position in rotation for
folowing years. After programmatic considerations are taken into acoount, if relevant faculty
have equd digibility, dedsionswill be made on alottery basis and there is no guarantee of a
summer teaching assgnment. The Department shall approve the summer schedule to be
recommended to the Dean for approva.

XIl.  LEAVES

A.

Sabbatical Leaves

1 Palicy
The Department of Political Saencewill follow the Agreement concerning sabbatical
leaves.

2. Procedures

a A faculty member seeking a sabbatica leave shall distribute aproposal to all
regular full-time faculty members at least three weeks prior to the deadline for
sabbatica leave proposalsto be turned in to the Dean's office.

b. The Department faculty will meet at least two weeks prior to the deedline for
sabbatica leave proposa s to be turned in to the Dean's office and vate "to
recommend” or "not to recommend” each proposal submitted.

C. If the Department votes * nat to recommend” a proposal, the applicant may

work with the Department Chair and others to improve the proposal and
resubmit it to the Department for a second cong deration.
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Replacement Leaves

It has been the long established palicy of this Department to support faculty leaves of absences
for personal professona devel opment when there are replacement resources available to the
Department to meet itsinstructional programs. As the Dean of the College of Humanities and
Socia and Behavioral Sciences and Centra Michigan University Administration place ahigh
priority on contracts and grants to devel op resources for departmenta programming, this type of
leave might increase. Such leavesin the past have had pro forma departmenta support and will
continue to have such support unless a palicy is established to modify this practice. The
Department generally 1ooks favorably upon these leaves and will usualy recommend their
approval to the Dean unless a faculty member’ s aosence would cregte a significant negative
effect upon a departmental program. The Department Chair should indicate the impact upon the
program when he/she forwards the recommendation to the Dean.
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