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Preface
The College of Education and Human Development provides undergraduate academic degree programs in areas of curriculum and instruction, kinesiology, and psychology. Programs at the Master’s level include counseling, curriculum and instruction, educational leadership, exercise science, and psychology. At the Specialist level, the college has a program in school psychology. Doctoral degrees include the Ph.D. degree in Marriage and Family Therapy and, in a consortial arrangement, the Ed.D. in Curriculum and Instruction and in Educational Leadership. 

The faculty and staff of the College of Education and Human Development at the University of Louisiana at Monroe are committed to learning facilitation and educational excellence, including: (1) the provision of quality programs, both undergraduate and graduate, for teachers, administrators, and school personnel as well as other appropriate service professionals; (2) the offering of services for program improvement and evaluation in cooperation with schools and agencies; and (3) the promotion of research designed to enhance professional activities and to advance theory and practice.

About the College
The College of Education and Human Development prepares teachers, administrators, and other school personnel as well as psychologists, counselors, marriage and family therapists, exercise specialists, and health educators.
Philosophy
The College of Education and Human Development believes in, and is committed to, a strong academic discipline within the liberal arts tradition. Faculty, through courses of studies and programs, prepare students for employment in educational institutions and other human development service enterprises as well as for future scholarly pursuit in post-baccalaureate programs. As a Professional School, the college and its faculty are charged with the responsibility of enabling students to apply in clinical and field settings those theories and beliefs of academic disciplines learned in a comprehensive university. This strategic interaction of theory and practice enhances the learning of students and faculty.

Programs within the College of Education and Human Development prepare students as practitioners within their chosen fields and provide them with a background necessary for future professional growth. Faculty are committed to a triad of teaching, scholarship, and service, and believe in involving students in all three areas. Such involvement facilitates learning in our students and prepares them to facilitate the learning of others.

While teaching is a primary focus of the College, faculty in this academic setting continually seek to improve their instruction through applied research, synthesizing the research of others, and dissemination of scholarly information. Service is an inherent component in the concept of the liberal arts education and is expected of all faculty. To this end, faculty and students of the College of Education and Human Development seek to improve the quality of life for all through teaching, scholarship, and service.

Specific statements of belief that operationalize this philosophy have emerged from several experiences. Based upon the unique professional beliefs held by unit members from diverse programs and specialty areas, and the interpretation of current knowledge integrated with our value systems, we hold six beliefs.

1.
When all learning elements interact to enhance one another, the resulting learning becomes greater than the sum of the parts.
2.
Strategically structured, practical application experiences permit the translation of theory into practice such that knowledge is fully realized.
3.
Effective professional education programs have distinguishing features and those features constitute the program objectives.
4.
Valuable professionals develop certain dispositions in their students.
5.
Successful professionals facilitate learning for all candidates.
6.
Graduates of effective professional education programs meet basic and generally accepted performance criteria and, where appropriate, standards for certification.
These beliefs articulate our philosophy, summarize our perceived mission, reflect our objectives, and provide structure for the unit model.

History
The history of the University of Louisiana at Monroe (ULM) began with the establishment of Ouachita Parish Junior College as a part of the Ouachita Parish School System in September, 1931. In 1934, the State Legislature placed the school under the control of Louisiana State University. A new designation, Northeast Junior College of Louisiana State University, was applied to the school in 1939, and in 1940, all lands belonging to Northeast Junior College were transferred to Louisiana State University by the State Legislature.

In 1950, Northeast Junior College became, by the authority of the Legislature, a four-year, degree-granting institution, and its name was changed to Northeast Louisiana State College. At the same time, control of the College was transferred from the Louisiana State University Board of Supervisors to the State Board of Education. The name was changed to Northeast Louisiana University by the 1970 Legislature. The constitution, adopted in 1974, changed the administration of state colleges and universities from the Louisiana State Board of Education to the Board of Trustees for State Colleges and Universities effective May, 1975. The name was changed to the University of Louisiana at Monroe, in August, 1999, by the redesignated governing board, the University of Louisiana System Board.

The University of Louisiana at Monroe has added many academic facilities and has made a sizable increase in classroom space through the years. Strauss Hall was completed in 1973 for the College of Education and Human Development at a cost of $1,474,400 and houses the Departments of Curriculum and Instruction, Educational Leadership and Counseling, and Psychology. The Department of Kinesiology is housed in Fant-Ewing Coliseum. The Marriage and Family Therapy faculty, a part of the Department of Educational Leadership and Counseling, is housed on a bayou site located 1.5 miles from the main campus. The College of Education and Human Development provides in-service education, consultation, and other forms of support to help schools and other institutions meet the challenges of the time.

Mission

The mission of the College of Education and Human Development is to provide a strong academic discipline, within the liberal arts tradition; to prepare students for employment in educational institutions and in human development enterprises as well as for appropriate future scholarly pursuit; and to maintain accreditation with the National Council for the Accreditation of Teacher Education and other professional organizations. The College of Education and Human Development provides at the basic and advanced levels the planned, purposeful, and strategic interaction of general education, professional studies, and specialty studies with appropriate clinical and field experiences designed to instill within students those beliefs, dispositions, and abilities necessary to become facilitators of learning. More specifically, the College of Education and Human Development seeks to accomplish the following: 
1. 
Prepare professionals to recognize and to meet educational goals in the market place.
2. 
Encourage students to be creative thinkers, leaders in their career choices, and to become lifelong learners. 

3. 
Instill within candidates those beliefs, dispositions, and abilities necessary to become facilitators of learning for all students.
4. 
Implement and maintain a research-based curriculum that includes strategic interaction among general education, professional studies, and specialty areas with appropriate clinical and field experiences.
5. 
Conduct both basic and applied research and assimilate findings that will contribute to the knowledge base, educational policy, and continuing development of the professions.
6. 
Serve as a model of quality teaching for the University and the public it serves.
The organizing theme of learning facilitator is an extension of our philosophy and objectives. It reflects the goals we hold for our graduates and mirrors our adopted evaluation model.

Goals and Purpose

The College of Education and Human Development, in harmony with the objectives of the University of Louisiana at Monroe, is dedicated to preparing learning facilitators, utilizing the ULM Interactive Learning Model wherein general education, professional studies, and specialty studies interact strategically with clinical and field experiences. Toward that end, these objectives have been adopted: 

1. 
To prepare, at the undergraduate level, prospective teachers who will be liberally educated, knowledgeable in specialized teaching fields, competent in professional understandings and methods, proficient in student counseling techniques, able to accommodate diverse learners, and responsible to the moral and aesthetic obligations inherent to the school and a multicultural community;

2. 
To prepare, at the graduate level, teachers and other education and human development professionals whose competence shall be assured by maintenance of a proper balance between subject matter, professional courses, and appropriate professional experiences; and

3. 
To provide undergraduate and graduate counseling, kinesiology, and psychology students with the knowledge and skills essential for further professional study and to offer appropriate courses basic to the curricula of the University.

Thus, our specific goal is to empower effective professionals, and our purpose is to provide students with positive enabling learning experiences.
Diversity and Employment Policies
Position Statement on Diversity

One of the greatest challenges facing higher education today involves the creation and maintenance of campus communities that reflect the rich diversity of our nation. As our American culture becomes more diverse, it is incumbent upon our colleges and universities to prepare candidates to become good citizens who manifest tolerance, compassion, and acceptance of others and are able to meet the challenges of the dynamic, pluralistic society in which they live and work. We must maintain aggressive efforts dedicated to the goal of educating our students to live and work in an increasingly diverse society.

The unit recognizes that it must continue to make aggressive efforts dedicated to providing equity of opportunity for all so that future generations will be assured of the significant contributions that can be made to all professions and occupations by students within a diverse population. The unit endorses the belief that candidates should be exposed to faculty, peer candidates, and students in various field experience settings who have a variety of backgrounds and inherent or developed differences. The unit further recognizes that it must:
•
Enrich educational experiences by providing candidates with opportunities to learn from candidates who differ from them. 
•
Promote personal and social growth and a healthy society by challenging stereotypical perceptions, encouraging critical thinking, and helping candidates and students communicate with those of diverse backgrounds.
•
Strengthen communities and workplaces by preparing candidates and students for citizenship in an increasingly complex, pluralistic society, that fosters mutual respect and teamwork.
•
Enhance the country’s economic competitiveness by effective development and use of the talents and abilities of all citizens.

The unit further recognizes that it can teach its candidates about pluralism in a multicultural/diverse society in a variety of ways. The most obvious ways are those related to planned classroom and other planned clinical and field experiences that are based upon democratic values and beliefs that affirm cultural pluralism by incorporating diverse cultural experiences and planned activities into the curriculum. Such experiences and activities should be planned to teach worthwhile citizenship by offering equal educational opportunity for all candidates, to help candidates understand their responsibilities to society, and to teach candidates to respect the human rights of others.

Faculty should help candidates acquire social skills needed to interact productively with candidates from different backgrounds. This can be accomplished by teaching specific societal skills and also by modeling appropriate behavior toward candidates and others with differences. Candidates will more readily adopt such a philosophy when they see it in action.

Affirmative Action/Equal Employment Opportunity Policy 

The University of Louisiana at Monroe firmly supports the national policy of Affirmative Action/Equal Employment Opportunity (EEO) as set forth in the University Affirmative Action Plan. The University policy in the area of equal employment opportunity shall be administered without regard to race, color, religion, sex, age, national origin, physical or mental handicap, or status as disabled veterans or veterans of the Vietnam Era. University policy prohibits sex, age, national origin, physical or mental handicap, or status as disabled veterans or veterans of the Vietnam Era. University policy prohibits sexual harassment in accordance with state and federal law and regulation. Additionally, University policy allows sick-leave use for maternity reasons and treats such requests in a manner similar to leave requests for any other temporary disability. Execution of this policy requires vigorous efforts, which the University administration supports. The University of Louisiana at Monroe policy fully embraces equality of opportunity for all employees by affirming that the University will take affirmative action to assure that applicants receive fair consideration for employment and that employees are treated fairly during employment, i.e., upgrading, demotion, transfer, promotion, recruitment, advertisement, layoff, termination, rates of pay, forms of compensation, tenure, selection for training, and other employment practices.

The EEO Officer, located in the Department of Human Resources, has been assigned responsibility for continuing development, implementation, and monitoring of the Affirmative Action Program. The EEO Officer is responsible for designing and implementing audit and reporting systems that will: 
1. 
Measure effectiveness of the University Affirmative Action Program. 

2. 
Provide indications of need for remedial action, and 

3. 
Determine the degree to which the University goals and objectives have been attained. 
Full cooperation and assistance is expected. Anyone having questions regarding the University Affirmative Action/EEO Policy or its implementation should discuss the matter with the EEO Officer in Room 1-106, Administration Building, or by calling Equal Opportunity Programs Office at 342-5140.

Policy to Eliminate Sexual Harassment 

Sexual harassment, like harassment on the basis of color, race, religion, or national origin, has long been recognized as a violation of Section 703 of Title VII of the Civil Rights Act of 1964, as amended. The University of Louisiana at Monroe strongly disapproves of sexual harassment and intimidation of its employees and is taking positive steps to eliminate and/or prevent such actions. Harassment on the basis of sex exists when there are unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when: (1) submission to such conduct is made either explicitly a term or condition of an individual's employment; (2) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; or (3) such conduct has the purpose or effect of substantially interfering with an individual's work performance or creating an intimidating, hostile, or offensive working environment.

Undergraduate Degree Programs 

Department of Curriculum and Instruction
Major 








Degree 
Art Education 







B.A. 

Biology Education






B.S. 

Chemistry Education 






B.S. 

Earth Science Education 





B.S. 

Elementary Education 






B.S.
English Education 






B.A. 

Family and Consumer Science Education 



B.S. 

French Education 






B.A. 

Mathematics Education 





B.S. 

Music Education 






B.M.E. 

Social Studies Education





B.A. 

Spanish Education 






B.A. 

Speech Education 






B.S. 

Department of Kinesiology 
Kinesiology 







B.S. 


Concentrations: 


Health and Physical Education – Teacher Certification 


Exercise Science 


Exercise Science Pre-Physical Therapy

Fitness and Sports Studies 
Department of Psychology 
Psychology 







B.A. 
Graduate Degree Programs
Department of Curriculum and Instruction

Elementary Education (Grades 1-5)




M.A.T.

Multiple Levels (Grades K-12)





M.A.T.

Secondary Education (Grades 6-12)




M.A.T.

Special Education Mild/Moderate (Grades 1-12)


M.A.T.

Curriculum and Instruction





M.Ed.


Concentrations:


Biology Education


Chemistry Education


Computer Science


Earth Science Education


Early Childhood


Elementary Education


French Education


History Education


Instructional Technology Facilitator


Mathematics Education


Middle School Education


Reading


Spanish Education


Speech Education

Special Education:



Mild/Moderate



Gifted/Talented



Educational Diagnostician



Early Intervention


Social Studies Education

Department of Educational Leadership and Counseling

Addictions Counseling 





M.A.

Counseling


Concentrations:


Clinical Mental Health 


School Counseling

Educational Leadership





M.Ed.


Concentrations:


Elementary School Principal


Secondary School Principal


Superintendent


Supervisor of Child Welfare and Attendance 


Supervisor of Instruction 



Supervisor of Special Education 

Teacher Leader

Educational Leadership





E.Ed.

Instructional Design






M.Ed.

Marriage and Family Therapy





M.A.

Marriage and Family Therapy





Ph.D. 

Department of Kinesiology

Exercise Science






M.S.


Concentrations:


Clinical Exercise Physiology


Applied Exercise Physiology

Department of Psychology

Psychology







M.S.


Concentrations:


Experimental Psychology


Psychometric


School Psychology

School Psychology






S.S.P.
Future Directions

In conjunction with the mission, unit goal, and purpose, the College of Education and Human Development has adopted the following continuing goals: 
1. 
To expand and enrich collaborative and interactive learning experiences for both candidates and faculty. 

2. 
To increase candidate enrollment and increase faculty accordingly. 

3. 
To develop a more diverse faculty and candidate stakeholder base. 

4. 
To increase collaborative program developments with academic units outside the college and also outside the university. 

5. 
To enhance effective utilization of technology in teaching, research, and service. 

6. 
To increase externally supported research and service projects, institutes, and centers devoted to solving problems associated with diverse rural and urban communities. 

7. 
To strengthen and expand the Professional Development and Partner School base and other diverse, community-linked partnerships. 

8. 
To expand scholarly activities involving faculty and candidates in data-based research, intervention, and information sharing on national and international levels. 

9. 
To improve advanced programs, including masters and doctoral level programs. 

10. 
To expand the Unit Assessment System to include programs within the college that are external to teacher education in order to continuously analyze candidate performances, programs, and operations and implement improvements accordingly.
College Organization and Administration 
Organization Chart

[image: image1.emf][image: image2.emf][image: image3.emf][image: image4.emf]
College Administration

Dr. Sandra M. Lemoine




Professor and Dean

Ph.D., University of Southern Mississippi

Strauss Hall, Suite 255

342-1235

Dr. Beverly Flowers-Gibson



Associate Professor and Associate Dean 
for Ed.D., Louisiana Tech University


Undergraduate Studies and Certification

Strauss Hall, Suite 216

342-1300

flowers@ulm.edu

Dr. Thilla Sivakumaran




Assistant Professor and Assistant Dean for Ph.D., University of Tennessee



Assessment and Accreditation

Strauss Hall, Suite 260
342-1242

sivakumaran@ulm.edu
Dr. Dorothy C. Schween



Associate Professor and Head, Department of Ed.D., University of Louisiana at Monroe

Curriculum and Instruction
Strauss Hall, Suite 208
342-1266 

schween@ulm.edu

Dr. Pam Newman




Professor and Head, Department of Educational Ed.D., Mississippi State University


Leadership and Counseling
Strauss Hall, Suite 306

342-1246 

pnewman@ulm.edu
Dr. Mark Doherty




Associate Professor and Head, Department of Ph.D., Ohio University




Kinesiology
Fant-Ewing Coliseum, Suite 39 

342-1306 

doherty@ulm.edu

Dr. David Williamson




Associate Professor and Head, Department of Ph.D., East Texas State University


Psychology

Strauss Hall, Suite 314 

342-1330 

williamson@ulm.edu
Ms. Rhonda Mann




Director of Teacher Initiative and Coordinator of M.Ed., University of Louisiana at Monroe

Field Experiences and Teacher Candidacy

Strauss Hall, Suite 112

342-1250

mann@ulm.edu
Job Descriptions for Administrative Personnel

Dean of Education and Human Development

The Dean of the College of Education and Human Development is the chief executive officer and the administrative head of the College. The Dean of the College of Education and Human Development holds academic rank and is charged with the administration, instructional leadership, and supervision of the operation of the College through its instructional programs, research, and publications and service activities.

More specifically, the Dean of the College of Education and Human Development: 

♦
Formulates and presents policies for consideration to the faculty, the vice presidents for academic and business affairs, and the president on such matters as curriculum and programs, academic standards, research, service, continuing education, technology utilization, library resources, and general operation procedures. 

♦
Shares responsibility with the faculty and staff in staying abreast of current developments in the field of education and human development to ensure recency and rigor. 

♦
Recommends financial budget to the Vice President for Academic Affairs and the President and approves all expenditures, including faculty salaries, travel, capital expenditures, and general operating expenses. 

♦
Prepares and presents reports to the vice president for academic affairs, the president, and to the news media concerning the achievements, projects, partnerships and the needs of the College. 

♦
Participates actively in the recruitment, assignment, development, evaluation, and retention of a diverse faculty and staff. 

♦
Participates actively in student recruitment, maintaining communication with students and alumni, and promoting academic welfare.
♦
Administers policies concerning student admissions, transfer of credit, class attendance, probation and suspension, student organizations, conduct, certification, licensure, and diversity related matters. 

♦
Oversees physical space and its allocation for the College. 

♦
Oversees technology related functions and areas within the College. 

♦
Participates actively in professional, honorary, accrediting, and professional organizations. 

♦
Interacts with alumni, representations from public and private interests, and the general public to provide services and to encourage support for the College. 

♦
Promotes cooperation among the Colleges, other units of the University, public and private organizations, and businesses external to the University. 

♦
Mediates conflicts involving students, faculty, staff, administrative staff, and other stakeholders.
Associate Dean for Undergraduate and Graduate Studies 

The Associate Dean for Undergraduate and Graduate Studies and Certification coordinates all undergraduate and graduate programs and certification activities within the College. The Associate Dean holds academic rank within the College and is responsible to the Dean of the College of Education and Human Development. The Associate Dean is appointed by the President of the University upon recommendation of the Dean of the College of Education and Human Development and the Provost/Vice President for Academic Affairs, and with approval of the Board of Trustees for the University of Louisiana System. Duties include, but are not restricted to, the following:
A.
Undergraduate and Graduate Programs

1.
Coordinates all regular undergraduate and graduate programs within the College, including admissions, curricula, comprehensive examinations, and program evaluation, and candidate appeals

2.
Serves on the University Graduate Council

3.
Chairs the CEHD Undergraduate and Graduate Review Committees

4.
Coordinates activities and documentation for National Board for Professional Teaching Standards
5.
Collaborates with schools and the community to ensure that undergraduate and graduate programs continue to meet the professional needs of the region

6.
Actively pursues opportunities to enhance undergraduate and graduate programs

7.
Coordinates undergraduate and graduate catalog updates

8.   Coordinates all undergraduate and graduate recruitment activities for the College.

9.   Directs, improves, and monitors all undergraduate and graduate retention efforts for the College.

B.
Education Certification Activities

1.
Coordinates certification activities within the College

2.
As appropriate, oversees certification applications and inquiries

3.
Edits and/or approves all reports to certification entities

4.
Compiles an annual list of course and program improvements within the College that impact certification decisions

5.
Monitors undergraduate and graduate programs annually for congruence with appropriate professional standards

C.
Professional Development

1.
Coordinates the professional development program for College faculty

2.
Conducts professional development activities as appropriate

3.
Coordinates orientation and development activities for graduate assistants

4.
Coordinates faculty awards, including endowments

5.
Maintains the collection of current professional standards related to unit programs and advises department heads when new or revised standards are published

6.
Collects and maintains a library of faculty publications, papers, and presentations

D.
Administration

1.
Represents the Dean when and as requested

2.
Coordinates graduate assistants and activities 
3.
Coordinates physical space and its allocation for the College

4.
Serves on committees as requested by the Dean or other appropriate University officials

5.
Mediates in matters of candidate concerns about undergraduate and graduate studies

6.
Coordinates grant submission and activities for the College

E.
Teaching

1.
Teaches one graduate course per regular semester on a basis appropriate to job responsibilities

2.
Holds designation as full graduate faculty

3.
Participates actively in professional, honorary, and accrediting organizations

4.
Personally engages in professional activities that meet or exceed standards for doctoral faculty, as documented by vitae and activity reports.

Assistant Dean for Assessment and Accreditation

The Assistant Dean for Assessment and Accreditation coordinates assessment and accreditation activities within the College. The Assistant Dean holds academic rank within the College and is responsible to the Dean of the College of Education and Human Development. The Assistant Dean is appointed by the President of the University upon recommendation of the Dean of the College of Education and Human Development and the Provost/Vice President for Academic Affairs, and with approval of the Board of Supervisors for the University of Louisiana System. Duties include, but are not restricted to, the following: 

A. Accreditation

1. Keep current on National Council for Accreditation of Teacher Education 
(NCATE) standards and interpretations of those standards

2. Disseminate NCATE information with others

3. Complete NCATE Annual Report Part C

4. Complete Specialty Program Areas reports for NCATE

5. Supervise the Research Coordinator’s data gathering for PEDS.

6. 
Supervise the Research Coordinator’s data collection for U.S. News Education 
Schools 
Survey/ America’s Best Graduate Schools report

7. 
Supervise Research Coordinator and Technology Coordinator for the CEHD.

8. 
Participate in Southern Association of Colleges and Schools (SACS) regional 
accreditation activities

B. Assessment

1. 
Serve on the Assessment System Review Committee, which evaluates the Unit 
Assessment System
2. 
Evaluate the Unit Assessment System, which encompasses both professional and 
state 
standards in a data collection system that systematically assesses teacher 
candidates in 
portal reviews

3. 
Update and maintain Taskstream, the electronic assessment portfolio system

C. Administration

1. Represents the Dean when and as requested

2. Serves a budget unit head for the Office of the Assistant Dean

3. Serves on committees as requested by the Dean or other appropriate University officials

4. Advocates faculty professional development by continually identifying holes and find professional development to solve issues and by encouraging conference attendance for faculty, especially the attendance at NCATE meetings

5. Coordinates and supervises the Digital Media Studio operations

6. Coordinates online degree programs

7. Coordinates study abroad program

D. Teaching

1. Coordinates CURR 285 and CURR 386 course
2. Teach 4 courses in Curriculum and Instruction per academic year
Business & Facilities Manager
The Business and Facilities Manager for the College of Education and Human Development oversees all facilities associated with the College of Education and Human Development. The Business and Facilities Manager also is responsible for two of the dean’s budget accounts. The Business and Facilities Manager is responsible to the Dean of the College of Education and Human Development. The Business and Facilities Manager of the College of Education and Human Development is appointed by the Dean of the College of Education. Duties include, but are not restricted to, the following:

A. Facilities oversight
1. Facilities maintenance management 

2. Project management of any projects for the college

3. Space utilization surveys

4. Building Inspections 

5. Coordination of safety meetings and reports

6. Scheduling of facilities

7. Equipment and classroom maintenance 

8. Computers and network system in Dean’s office

9. Smart Room security and access

B. Fiscal affairs

1. Coordination of all purchase requisitions and receiving reports

2. Coordination of travel authorization and expenses

3. Inventories

4. Maintenance of all expenditures
5. Balance budget accounts on a weekly basis 

C. Miscellaneous

1. Coordination of CEHD computer labs student workers

2. Textbook orders

3. Event scheduling and coordination

4. Alumni affairs


5. Technical support for CEHD Dean’s office
Coordinator of Grants and Development

The Coordinator of Grants and Development is the internal support person for the College and liaison for the Office of Sponsored Programs and Research and other related Offices at ULM.  The Coordinator of Grants and Development works alongside faculty and is responsible to the Dean and Associate Dean of the College of Education and Human Development. The Coordinator of Grants and Development is appointed by the President of the University upon recommendation of the Dean of the College of Education and Human Development and the Provost/Vice President for Academic Affairs, and with approval of the Board of Trustees for the University of Louisiana System. Duties include, but are not restricted to, the following:
A.
Grant-Funded Programs and Development

1.
Assists with the internal and external submission process for potential grants by making sure submissions have met all RFP requests, are on time and follow the policies and procedures set by the Office of Sponsored Programs and Research at ULM.

2. 
Coordinates grant-funded programs by verifying CEHD personnel carryout the grant programs and spend the funds as intended, as well as review all internal and external reports.

3. 
Maintains a copy of records for the CEHD grants (similar to the records kept by CEHD Principal Investigator/Project Manager) including RFP’s, proposals, submitted ULM internal forms, ULM budget information of awarded grants, and critical correspondence. 

4.
Searches for grant opportunities that CEHD personnel may apply for.

5.
Review literature concerning funding opportunities and regulations. 

B.
External Funding Development

1.
Oversees all CEHD efforts to increase donations and donor base.

2.
Coordinates related events, marketing and communications.

3. 
Maintains continuous contact with ULM Annual Giving, Alumni Association, University Relations and other key offices.  

4.  
Monitors the Foundation and Agency budget accounts. 

C.
Professional Development

1.
Collects applications for CEHD endowed professorships.

2. 
Oversees approval process is completed correctly and on time for CEHD endowed professorships.

3.
Reviews and maintains records of all internal and external correspondences related to endowed professorships.

D.
Administration

4.
Collects applications for CEHD student scholarships.

5. 
Oversees approval process is completed correctly and on time for CEHD student scholarships.

6.
Reviews and maintains records of all internal and external correspondences related to student scholarships.

7.
Serves on committees as requested by the Dean or other appropriate University officials.
Director of Field Experiences and Teacher Candidacy
The Director of Field Experiences and Teacher Candidacy coordinates all field experiences for teacher education candidates and eligibility for professional programs with the College. The Director holds academic rank within the College and is responsible to the Dean of the College of Education and Human Development and the Assistant Dean for Undergraduate Studies and Certification. Duties include, but are not restricted to, the following: 

A.
Field Experiences

1.
Coordinates all field experiences for teacher education candidates within the College 


2.
Determines eligibility of student teacher applicants and assigns student teachers 


3.
Conducts orientation and training seminars for student teachers, classroom supervisors and university supervisors 


4.
Determines eligibility of interns for Redesigned Alternative Certification Program 


5.
Maintains certification credentials of classroom supervisors 


6.
Serves as liaison for Professional Development Schools 


7.
Serves as liaison between College of Education and Human Development and area schools 


8.
Coordinates Professional Block field-based experiences for elementary and secondary majors 

B.
Teacher Candidacy 

1.
Coordinates admission of candidates to professional programs 


2.
Monitors the status of candidates toward admission to upper division and professional programs 


3.
Maintains current records and advises candidates who lack admission requirements 


4.
Chairs the Admission and Retention Committee 
C.
Certification Program 

1.
Coordinates post-baccalaureate alternate certification programs within the College, including admissions, curricula, and program evaluation 


2.
Advises and maintains appropriate records on candidates in post-baccalaureate alternate certification programs 
D.
Administration 

1.
Works with the Assistant Dean to ensure that Alternative Certification candidates meet eligibility requirements for program admission and continuation 


2.
Coordinates candidate activities, such as content fairs, showcases, and exhibits 


3.
Coordinates honors, awards, and scholarships within the College 


4.
Encourages and assumes responsibility for candidate organizations 


5.
Directs publicity efforts for CEHD 
E. 
Teaching 

1.
Teaches two courses per semester or the equivalent on a basis appropriate to job responsibilities 


2.
Engages in professional activities appropriate for graduate faculty 


3.
Assumes assigned supervision duties as appropriate 

Alternative Certification Advisor
The Alternative Certification Advisor works with the Assistant Dean to recruit, select, place, and advise alternative certification candidates as they matriculate through redesigned programs. The Advisor serves as a liaison between P-12 schools, applicants, and the University during recruitment, selection, and placement of potential candidates. The Advisor is the first point of contact for alternative certification candidates in need of program advisement. This individual facilitates maintenance of appropriate documentation for alternative certification candidate matriculation and progress toward full certification. This is a twelve-month position answering to the Assistant Dean. 
Coordinator of Instructional Technology 
The Coordinator of Instructional Technology is responsible for recommending acquisition and distribution of technology hardware and software in order to facilitate teaching and learning and to maintain the integrity of academic programs within the college. In addition, this individual recommends and/or delivers professional development appropriate to upgrade faculty knowledge and skills and enhance technology integration throughout programs. The Coordinator chairs the CEHD Technology Committee, coordinates Curriculum 285, and works closely with the technology specialist assigned to the college as well as the manager of the Instructional Technology Center. The Coordinator holds faculty rank within the college, answers to the Associate Dean, and teaches either nine undergraduate hours or six graduate hours per regular semester. 

Director of Educational Research 
The Director of Educational Research is responsible for assembling, analyzing, interpreting, and reporting data for and about the College of Education and Human Development. In particular, the Director accumulates and disseminates data for the unit assessment system, working closely with the Unit Assessment Coordinator. The Director serves on the Undergraduate and Initial Review Committee and the Assessment System Review Committee, holds academic rank within the college, and answers to the Associate Dean. Half of the responsibilities of this position are allocated for college research and data reporting and the other half for teaching. 
Director of Teacher Initiatives

The Director of Continuing Education Teacher Initiative is responsible for the overall administration, leadership, and oversight of the non-degree, credit and non-credit instructional programs of the College of Education and Human Development. The Director participates in and provides leadership for: developing and marketing courses, programs, and conferences; conducting ongoing studies to assess the program needs of the LEAs; and promoting the College's non-degree credit programs at the local, state, and national levels. 

The Director works very closely with the Deans and Department Heads to coordinate instructional offerings and to share resources. The Director maintains a close liaison with district Superintendents, Personnel Directors, and Supervisors to provide training opportunities for LEAs. The Director collaborates with the University’s Continuing Education Department.

The director holds a tenure track departmental appointment and is asked to teach in the credit and/or non-credit programs on an occasional basis depending on the qualifications.  This is an administrative faculty position. Persons holding this position serve at the pleasure of the President and perform an appropriate combination of college and departmental activities. Duties include, but are not restricted to, the following:

· Provides innovative leadership in the planning, developing, implementing, maintaining, marketing, recruiting, scheduling, and evaluating of Continuing Education Programs in the CEHD
· Oversee the operation of Continuing Education Programs in CEHD, including budget development, allocation, and management, including contracts and payroll. 
· Participates in and provides leadership for the development of comprehensive programs for LEAs and individuals. Such programs may be in the form of electronic learning, short courses, lectures, book studies, workshops, institutes, seminars, conferences, demonstrations, or discussion groups; coordinates the College's continuing education offerings with other programs presented in the area. 

· Participates in and provides leadership for the continuing study of the needs and interests of LEAs for non-degree credit and non-credit instructional programs. 
· Recruits instructional personnel, recommends their appointment to the Dean, and coordinates their employment through the Director of Human Resources. 
· Establishes and maintains procedures for the systematic supervision and evaluation of instruction. 
· Develops/Designs Website for Continuing Education Program in CEHD, providing publicity for the program

· In consultation with the Vice President for Academic Affairs (VPAA), the Vice President for Business Affairs (VPBA), and the Dean of College of Education and Human Development; prescribes and recommends the scale of class fees, the rate of pay for instructors, and the annual budget for operating the continuing education program. 
· Oversees the maintenance of accurate records of all programs offered, enrollment in each course, the name of the lecturer, and the time and place of the class meeting; oversees the registration of students and the collection of payments for classes (with assistance of support personnel). 
· Establishes and maintains positive relationships with LEA leaders. 
· Submits to Deans, an annual report of all endeavors in his/her jurisdiction as well as other reports as requested.

PK-16+ Coordinator 
The PK-16+ Coordinator facilitates productive interactions between the college and the regional P-12 schools. The Coordinator collaborates with faculty from the unit, other disciplines, and regional school systems to continuously improve teacher preparation programs to meet state and professional standards. Other duties include coordinating Professional Development School and PK-16+ Advisory Council activities and the redesign of undergraduate and graduate programs within the college. The Coordinator holds faculty rank within the college and answers to the Assistant Dean. This is a nine-month position with half of the responsibilities allocated for PK-16+ activities and the other half for teaching. 
Unit Assessment Coordinator 
The Unit Assessment Coordinator is responsible for ensuring that candidate performances are maintained and evaluated through the unit assessment system. Toward that end, the Coordinator provides instruction for candidates and professional development for faculty, coaches both groups to maximize utilization of the electronic assessment system, and works closely with the Director of Educational Research to ensure that all required data are correctly entered into TaskStream for analysis and interpretation. The Coordinator serves on the Graduate Review Committee and the Assessment System Review Committee, holds academic rank within the college, and answers to the Associate Dean. This is an eleven-month position with half of the responsibilities allocated for assessment and the other half for teaching responsibilities.
Department Heads 
Head, Curriculum and Instruction 
The Head of the Department of Curriculum and Instruction has primary responsibility for teacher preparation. He or she holds academic rank as a teaching faculty member in the department. The Head is appointed by the President of the University, upon recommendation of the Dean of the College of Education and Human Development and the Vice President for Academic Affairs, and with approval of the Board of Supervisors for the University of Louisiana System. The Department Head is responsible to the Dean of the College of Education and Human Development. The specific duties of the Head include, but are not limited to, accreditation; advisor assignments; budgets; certification; convene meetings; course development; department leadership; faculty/staff evaluation; graduate programs; human resources; maintaining inventory, outreach activities (off campus, compressed video, IPV); planning; professional standards; promotion, tenure, and merit recommendations; proposal development; purchasing; records; recruiting students and faculty; reports; responding to queries; research; scheduling; service; special programs and centers; teaching; and undergraduate programs.

The Head provides leadership by representing the Department and College of Education and Human Development in the University and in community meetings. The Head, both by example and direct leadership, assists faculty in their development in the areas of teaching, professional activities, research, and service. Recognizing that the quality of the faculty determines the strength of the Department's programs, the Head works with the faculty in recommending to the Dean of the College of Education and Human Development the best qualified candidate to fill new or vacant faculty positions. Within the Department, consultation with faculty on departmental matters takes place both formally (at faculty meetings) and informally. 
The Head is responsible for both short-range planning for all programs housed in the department. Such planning concerns courses and curricula, scheduling, staffing, and facilities and technology development and use. The Head recommends to the Dean appropriate budgeting of funds and supervises the expenditure of funds for operating the Department. The Head teaches one half time or the equivalent in his or her field of expertise on a basis appropriate to administrative responsibilities. The Head is responsible for meeting with individual students in order to make decisions concerning curriculum implementation and transfer of credits in degree programs. 
The Department Head is also responsible for continuous evaluation of all Department personnel. This evaluation is facilitated by consultation with faculty for the development of their annual performance plans. Evaluations culminate in a formal evaluation of faculty near the end of the spring semester. The Head, in cooperation with the faculty, maintains adequate personnel files and makes classroom observations, as needed, so that meaningful evaluation can be accomplished. When appropriate, the Head makes recommendations to the Dean concerning faculty salaries, tenure, and promotions. He or she is responsible for the selection and recruitment of departmental faculty, graduate assistants and departmental secretary, and provides direction and leadership for departmental activities. 
Head, Educational Leadership and Counseling 
The Head of the Department of Educational Leadership and Counseling holds academic rank as a teaching faculty member in the department. The Head is appointed by the President of the University, upon recommendation of the Dean of the College of Education and Human Development and the Vice President for Academic Affairs, and with approval of the Board of Trustees for The University of Louisiana System. The Department Head is responsible to the Dean of the College of Education and Human Development. The specific duties of the Head include, but are not limited to, accreditation; advisor assignments; budgets; certification; convene meetings; course development; department leadership; faculty/staff evaluation; graduate programs; human resources; maintaining inventory; outreach activities (off campus, compressed video, IPV); planning; professional standards; promotion tenure and merit recommendations; proposal development; purchasing; programs and centers; teaching; and undergraduate programs. 
The Head provides leadership by representing the Department and College of Education and Human Development in the University and community meetings. The Head, both by example and direct leadership, assists faculty in their development in the areas of teaching, professional activities, research, and service. Recognizing that the quality of the faculty determines the strength of the department’s programs, the Head works with the faculty in recommending to the Dean of the College of Education and Human Development the best qualified candidate to fill new or vacant faculty positions. Within the Department, consultation with faculty on departmental matters takes place both formally (at faculty meetings) and informally. 
The Head is responsible for both short-range planning for all programs housed in the department. Such planning concerns courses and curricula, scheduling, staffing, and facilities and technology development and use. The Head recommends to the Dean an appropriate budgeting of funds and supervises the expenditure of funds for operating the Department. The Head teaches one half time or the equivalent in his or her field of expertise on a basis appropriate to administrative responsibilities. The Head is responsible for meeting with individual students in order to make decisions concerning curriculum implementation and transfer of credits in degree programs. 
The Department Head is also responsible for continuous evaluation of all Department personnel. This evaluation is facilitated by consultation with faculty for the development of their annual performance plans. Evaluations culminate in a formal evaluation of faculty near the end of the spring semester. The Head, in cooperation with the faculty, maintains adequate personnel files and makes classroom observations, as needed, so that meaningful evaluation can be accomplished. When appropriate, the Head makes recommendations to the Dean concerning faculty salaries, tenure, and promotions. The Department Head also is responsible for the selection and recruitment of departmental faculty, graduate assistants and departmental secretary, and provides direction and leadership for departmental activities. 
Head, Kinesiology 
The Head of the Department of Kinesiology is appointed by the President upon the recommendation of the Academic Dean and the Vice President for Academic Affairs with approval of the Boards of Trustees for the University of Louisiana System. The Department Head holds academic rank as a teaching member in the Department of Kinesiology and is responsible to the Dean of the College of Education and Human Development. 
The specific duties of the Head include, but are not limited to, accreditation; advisor assignments; budgets; certification; convene meetings; course development; department leadership; faculty/staff evaluation; graduate programs; human resources; maintaining inventory; outreach activities (off campus, compressed video, IPV); planning; professional standards; promotion, tenure, and merit recommendations; proposal development; purchasing, records; recruiting students and faculty; reports; responding to queries; research; scheduling; service; special programs and centers; teaching; and undergraduate programs. 
The Head provides leadership to the faculty and promotes technology utilization and healthful practices. He or she is responsible for long-range and short-range planning for the Department. The Department Head consults with faculty on a regular basis and secures faculty input where appropriate. The position involves recruitment of student, supervision of an advisory system for majors and minors and an up-to-date student file, and approval of all drops, adds, and section changes. The Head teaches one half time or the equivalent in his or her field of expertise on a basis appropriate to administrative responsibilities. The Department Head is responsible for the continuous evaluation of faculty and administering an annual written evaluation of each faculty member. Responsibility is also assigned for scholarly activity. 
Head, Psychology 
The Head of the Department of Psychology is appointed by the President upon the recommendation of the Dean of the College of Education and Human Development and the Vice President for Academic Affairs, with the approval of the Board of Trustees for The University of Louisiana System. The Department Head is responsible to the Dean of the College of Education and Human Development for the management, supervision, and accomplishments. 
The specific duties of the Head include, but are not limited to, accreditation; advisor assignments; budgets; certification; convene meetings; course development; department leadership; faculty/staff evaluation; graduate programs; human resources; interviewing candidates; maintaining inventory; outreach activities (off campus, compressed video, IPV); planning; professional standards; promotion, tenure, and merit recommendations; proposal development; purchasing, records; recruiting students; reports; responding to queries; research; scheduling; service; special programs and centers; teaching; and undergraduate programs. The Head of the Department of Psychology holds academic rank in the Department. The Head teaches one half time or the equivalent in his or her field of expertise on a basis appropriate to administrative responsibilities. 
The Head of the Department recommends faculty to the Dean of the College of Education and Human Development for employment, salary increases, tenure, promotions, separations, and leave of absence. The Head of the Department is responsible for performance evaluations of all departmental personnel. The Department Head assigns teaching duties, prepares the departmental schedule of classes, and is concerned with facilities and equipment utilization. The Head supervises the purchasing of equipment, maintenance of an inventory of equipment and supplies, and requisitions textbooks and instructional materials. 
The Head of the Department provides leadership to the faculty and promotes the public image of the Department through activities in professional organizations, research, and other scholarly activity. The Head of the Department keeps the faculty apprised of departmental, college, and university matters and executes departmental, college, and university policies as they affect the Department. In all such matters, the Head of the Department of Psychology consults fully and regularly with faculty members and departmental faculty committees on all matters of significance to the operation of department and university academic programs and policies. The Head of the Department provides leadership in faculty development, encouraging professional growth through the scheduling of seminars on current topics in psychology, research, and writing. 
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Ph.D., Arizona State University 

Strauss Hall, Suite 224
318-342-1280 

ricks@ulm.edu
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Ph.D., Loyola University at Chicago 
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Faculty Appointment, Advancement, and Responsibilities 

The participation of the College of Education and Human Development faculty in the active recruitment of diverse faculty is encouraged, as specified in the Teacher Education Unit of the University of Louisiana at Monroe Position Statement on Diversity. In accordance with guidelines established by the University of Louisiana System Board of Supervisors, an appointment to the academic faculty shall be based upon qualifications and the special expertise required for a specified position. Appointments of tenure-track faculty in the College of Education and Human Development involve review by faculty, community, student, and administrative stakeholders. Appointments to full-time, tenure-track positions are made according to the guidelines also prescribed by the University of Louisiana System Board of Supervisors. Determination of promotion and/or tenure begins at the Departmental level and follows guidelines stated in the University Faculty Handbook. 
The University seeks to employ part-time faculty who have appropriate credentials to provide quality instruction. Qualifications of part-time faculty are equivalent to those of full-time faculty. First-time prospective teaching staff are processed according to the usual pre-employment procedure, which includes submission of credentials, checking of references, and personal interviews. Compensation and rank are determined by various factors, including academic discipline, level of education, experience, and other appropriate credentials. Part-time faculty employment is contracted on a basis mutually agreeable and beneficial to the institution and appointees. 
Part-time appointments are temporary and are for the period stipulated in the appointment letter. As with all temporary appointments, they carry no obligation for continuation beyond the period stipulated. No further notice of termination of the appointment is given. Although a person may be repeatedly appointed to a part-time position, each appointment is temporary. Part-time appointees do not earn credit toward tenure. 
Part-time faculty are evaluated by students and department heads each semester. New part-time faculty are given appropriate orientation, training, and supervision to enhance classroom instruction and to communicate university policies and procedures. They are also referred to the current University Faculty Handbook (http://www.ulm.edu/facultyhandbook/welcome.html), which is incorporated by reference in the appointment letter. 
Part-time faculty are provided with office space, when possible, and expected to be available to students for out-of-class assistance. Part-time appointees may be eligible for certain fringe benefits, most of which are stated in the current University Faculty Handbook. All faculty are urged to seek timely clarification and advice from the University Office of Human Resources. 
Faculty and Administrator Evaluation 
Reflecting the policy established by the University of Louisiana System, both faculty members and administrators in the College of Education and Human Development are evaluated on an annual basis. The faculty evaluation system consists of three components: student evaluation, administrative evaluation, and self-evaluation. Students use an online assessment instrument to evaluate tenured faculty once a year and non-tenured faculty during the fall and spring semesters. 
By mid-April of each year, each member of the faculty submits to the Department Head the "Annual Report of Faculty Activities" (March 15 to March 14), as described in Appendix D, and the appropriate departmental material. These reports become a part of faculty records and are reviewed as part of the annual administrative evaluation. The Department Head is responsible for observing the faculty, for reviewing all reports, forms, activities, and other relevant information, and for preparing an annual evaluation of each faculty member. The Department Head schedules an annual conference with each faculty member to review performance, goals, and objectives. Also reviewed at that time is the faculty member’s self-evaluation. CEHD administrators are evaluated annually as well. Each faculty member has an opportunity to evaluate the Department Heads and the Dean using an on-line survey. Thereafter, the immediate supervisor evaluates each administrator. 
Faculty, Promotion, Tenure, and Merit Recognition 

Tenure track faculty seeking promotion and/or tenure must submit an application and an organized folio of documented evidence to support a continuous record of excellence in teaching, scholarly activity, and service. The University Faculty Handbook contains general guidelines for promotion and tenure. Each department in the College has specific guidelines and criteria appropriate for evaluating faculty in the particular disciplines; departmental guidelines are located in Appendix E. 
In general, the process involves the selection of departmental promotion and tenure committee(s) each fall. Departmental representatives meet and formulate recommendations to the Department Head, who then forwards a recommendation to a College of Education and Human Development Promotion and Tenure Committee. 
The College Promotion and Tenure Committee consists of the chairs of all of the Departmental Promotion Committees within the College. In the event that a Department Promotion Committee is restructured to allow a chair who is not at or above the rank sought by the applicant to serve, this chair would be allowed to consider the applicant’s promotion at the College level. The College Committee makes recommendations to the Dean who then forwards a recommendation to the Provost. 
A College recommendation form is used at each level and is passed on to each following level. Candidates for promotion and/or tenure are informed of decisions at each level and then may decide to withdraw or continue at any point during the process. 
As stated in the University Faculty Handbook, the purpose of tenure is to preserve academic freedom and the integrity of the University by protecting the individual faculty member against capricious dismissal or abuse. Job security of the individual is a corollary benefit, but should not be viewed as the primary purpose of tenure. A faculty member who has been awarded tenure and who continues to perform his or her duties effectively can normally expect continuation in the position. However, tenure is not an unconditional guarantee of lifetime employment. 
Each department within the College of Education and Human Development will develop its own merit/evaluation plan; however, the overall plan must be consistent with the College’s guidelines and the University’s criteria used in making decisions about tenure and promotion. Each departmental plan is subject to approval of the Dean. 
Faculty Mentoring 

Faculty members with less than three years experience at the University of Louisiana at Monroe are expected to participate in university-wide as well as unit orientation activities. They also are expected to meet with their assigned faculty mentors to confer formally at least monthly and informally on a regular basis. Faculty mentors are expected to provide guidance on matters pertaining to student advisement, programs, interactive teaching and learning, evaluation of students, faculty, and programs, the professional community, resources, expectations, documentation, professional productivity, protocol, and various issues and procedures directed toward enhancing teaching, scholarship, and service. 
Faculty mentors also provide guidance on matters pertaining to promotion and tenure. Tenure-track faculty members who seek promotion and/or tenure are advised to consult their mentors about procedures, expectations, professional activities, and preparation of their folios at least one year prior to their application for consideration. 
Academic Workload Policy 

Assignment of academic workload is the responsibility of the department head with the approval of the dean. Faculty workload may include (1) classroom, laboratory, and/or field and clinical instruction and supervision; (2) student advising and interaction involving special projects, theses, and dissertation committees and independent or directed studies; (3) scholarly and creative activities and projects; (4) and University, professional, and community service activities. 
Faculty members are expected to demonstrate teaching excellence and are encouraged to engage in a wide range of professional activities including scholarship and publications, grants, and service to P-12 schools and the professional community. Toward that end and in accordance with accreditation standards, teaching workloads generally do not exceed 12 hours for undergraduate faculty and 9 hours for graduate faculty; faculty teaching both undergraduate and graduate courses are expected to teach 21 hours for the academic year. With approval of the dean and under special circumstances, such as research or special projects that specifically target college programs and goals and/or positively impact the college and/or university, the department head may reduce a faculty member’s teaching load. Faculty who elect to teach an overload may be eligible for compensation. 
Travel and Professional Activity Support 

Faculty must follow the travel policy as outlined by the Louisiana Office of State Purchasing and Travel found at http://doa.louisiana.gov/osp/travel/traveloffice.htm. 

The University expects faculty to remain active in professional activities. Incumbent in this expectation is the need to provide financial support, based upon funds available, for such activities as travel, research, scholarship projects, and teaching and accreditation.

Each academic department has funds available to reimburse faculty members for some of the expenses for presenting papers at professional meetings. Since funds are limited, awards are usually prioritized by national, regional, and state presentations.

The Travel Authorization Form (Appendix B), indicating purpose of trips, dates of leave, mode of travel, and estimated costs, must be approved by the Department Head, Dean, and Provost for Academic Affairs prior to travel. The Faculty Leave Request and Class Coverage Form (Appendix B), including appropriate arrangements for instruction of any classes missed, must be approved by the Department Head and Dean prior to travel.
Faculty Responsibilities 

Teaching Responsibilities. University policy requires faculty members to meet all classes as scheduled. In the event of absence for approved professional reasons, the faculty member must make appropriate arrangements in advance for the class to be taught and obtain approval from the Department Head. For emergencies and illnesses, the faculty member must notify the Department Head as soon as possible, and the Department Head should arrange for the class to be taught (see forms, Appendix B). 
Records. Each faculty member must keep an up-to-date class record book, which may be obtained from the Departmental Office. The names, attendance records, and grades of students shall be recorded. Class record books are part of the University’s permanent record and must be deposited in the Department Head's office when a faculty member resigns or takes an extended leave of absence. All part-time faculty members and graduate assistants must deposit their record books in the departmental office at the end of each semester or summer term. Full-time faculty members must submit a copy of the grades and grade book for all courses taught each semester to the department head. All faculty members must complete required assessment data for each course taught each semester. 
Attendance records must be maintained in all courses for all students regardless of classification, even if they are exempt from mandatory attendance. Mid-semester grades should be calculated for each student and recorded in the class record book. 

As defined by the University catalog, juniors and seniors are exempt from mandatory attendance regulations. They are not exempt, however, from work covered, tests administered, or assignments made on the days of their absence. Absences from class on the day of a quiz or examination may result in failure of the work missed. 
Posted Grades. The University of Louisiana at Monroe policy prohibits posting grades. Therefore, grades are not to be posted for any reason. 
Course Conduct. At the beginning of each semester, preferably during the first class meeting, students must be furnished an approved course syllabus (Appendix C) containing the course description, rationale, course objectives, topical outline, methods of teaching, methods of evaluation, required and ancillary textbooks, and supportive references. The syllabus also should outline the course schedule, including types and coverage of tests and tentative dates on which tests will be administered; expectations for other requirements, such as signature assessments, research papers, reports, special projects, and the like and when they are due; and course policies, such as attendance requirements, requirements relating to class participation, and procedures for making up missed classes and/or work. 
Faculty members are expected to develop their courses within the framework of the general course descriptions appearing in the University catalog and the specific course syllabus approved by the faculty and head of the respective department. 
Faculty teaching in teacher preparation and other programs must ensure that candidates in courses they teach enter their signature assessment performances into TaskStream to be scored in TaskStream by the course instructor. Faculty also must submit candidates’ composite SOLO scores on signature assessments to the department head at the close of each semester. 
Examinations and other written work should be consistent with the stated instructional objectives for the course and should be graded within sufficient time to make them a part of the students' learning experiences. At least one examination must be administered and its results made known to the students prior to the final date for dropping a course. 
Mid-semester grades shall be computed and permanently recorded in the class record book and made known to the student upon request. A final examination must be administered in all courses at the specific time scheduled and published in the ULM schedule of classes. All students, including graduating seniors, are required to take final examinations. 
All classes are to be met and dismissed on time. Any change in class time or location must be approved in advance by the Department Head, with the concurrence of the Dean and with notification provided to the office of the Registrar. 
Although a faculty member may designate a textbook or other materials he or she has written or produced as a course requirement, the faculty member must first justify the appropriateness and obtain written approval from the Department Head and Dean. In addition, the faculty member is prohibited from receiving royalties or profits from required course materials. The approval form in Appendix C should be submitted and approved before faculty-produced materials are required or ordered. 
No smoking or eating is to be permitted in classrooms or instructional laboratories. Each faculty member is responsible for clearing the chalkboard and extinguishing the lights prior to leaving the classroom 
At the beginning of each course, students should be invited to notify the instructor privately about any special circumstances that require instructional adjustments. Course instructors may need to modify or supplement methods of instruction and expected performances to reasonably accommodate students' documented special situations, conditions, or disabilities. Both instructor and student should consult the University Counseling Center for assistance as needed. 
Office Hours. Each faculty member should establish and maintain a minimum of ten office hours per week. Office hours should spread throughout the week to maximize the opportunity for student-faculty conferences. The faculty member may agree to student conferences by appointment in addition to the established office hours. These office hours and additional conference opportunities, in addition to the class schedule, should be posted on the office door for each Fall, Spring, or Summer Semester. 
Student Advisement. The faculty serve as advisors to students upon assignment and are expected to maintain a familiarity with the academic policies pertaining to students as advocated by the respective department and as published in the University Catalog. The faculty advisor should assist advisees in all matters related to their academic progress and program of study. It is important that advisees be informed of appropriate course sequence, prerequisites, and co-requisites. In addition, advisors should remind students that their student rights are explained in the ULM Student Policy Manual, available at http://www.ulm.edu/student_policy/ and in departmental offices. 
Faculty advisors are expected to maintain separate files for each of their assigned advisees. Grade reports are furnished to advisors to assist in monitoring the progress of advisees. Check sheets and curriculum sheets are available in the Department Head's office. All conferences with student advisees should be documented by a memo or appropriate form placed in the student's file. 

All College of Education and Human Development students are required to be advised before participating in telephone and/or late registration. Documentation of this advisement meeting, by student and advisor signature, is required and should be placed in the student's file. 
Professional Activities. Quality teaching, scholarship, and service activities enhance the intellectual vitality of the faculty member, the unit, and the university. Faculty members are expected to engage continuously in such professional activities that are appropriate for their respective assignments. 
Reports of Faculty Activities. Each faculty member is expected to report on his or her professional activities by submitting four documents annually: (1) Faculty Activity Report; (2) Faculty Report of Program and Course Improvements and Change; (3) Faculty Data Summary Sheet and (4) Faculty Vita (full). The first two documents should cover the period March 15-March 14, including the preceding Summer session, the Fall Semester, and the Spring Semester in progress, and should be submitted to the Department Head on or before April 2. In addition, the third and fourth documents, the Faculty Data Summary Sheet and full Faculty Vita, should reflect current information. All reports should adhere to the formats and instructions presented in Appendix D to facilitate compilation of faculty data as well as to evaluate faculty performances. 
Every year, along with their annual Reports of Faculty Activities, faculty members are expected to submit their Individual Technology Professional Development Plan (see form Appendix D). This plan documents its faculty growth and provides data to plan appropriate professional development for university faculty. 
Faculty members are requested to present a single copy of each new publication, professional presentation (e.g., paper and/or handouts), and grant cited on their vitae to their Department Head for permanent display in The Dean’s Professional Collection. If an original copy of a journal is not readily available, a reprint should be submitted along with identifying information (journal cover, list or review board members, and other publishing policies). 

Committees and Governing Structures 

Assessment System 

Programs preparing teachers and other school personnel utilize the Unit Assessment System (UAS) to continuously analyze and evaluate candidates’ performances, programs, and unit operations and to implement improvements accordingly. The UAS is described in a separate document entitled ULM Unit Assessment System. 
Candidates from all disciplines within the college respond to exit surveys and follow-up surveys, providing important data to be used in program improvements. In addition, one of the prime objectives comprising the unit’s Future Directions (see the end of the first section) is to expand the UAS to “include programs within the college that are external to teacher education . . . ” (p. 4) once the system is refined. 
During each odd numbered year the College of Education and Human Development surveys a 50% sample of graduates from the previous two years. The survey is general in nature. If a student holds more than one degree from the University, the survey will focus on the most recent degree program. A survey of the employers of graduates is conducted simultaneously with the aforementioned using addresses that are listed in Louisiana Bulletin 1462 and addresses that are provided by the graduates. 
The surveys are conducted by the Director of Educational Research, who is responsible for mailing the surveys, analyzing the data received, and writing the appropriate reports for the College. These reports are completed within six months following the first mailing of the survey instruments and are provided to each Department Head through the Dean, and to the Assessment Review Committee. 
An exit questionnaire is also completed by all graduates each semester. These reports are reviewed annually by the Director of Educational Research and reports are given to Department Heads through the Dean, and to the Assessment Review Committee. 
Within six weeks of the receipt of the different reports, and after conferring with faculty and advisory councils, each Department Head files with the Dean a list of course/program revisions, additions and/or deletions if necessary based upon the results of his/her respective survey report. These course/program modifications will be reviewed and processed according to college guidelines. 
Guidelines for Program and Curriculum Changes 

A.
Signature Assessments Changes in signature assessments must be reviewed by program faculty and the department head, the Undergraduate and Initial Review Committee or the Graduate Review Committee, and approved by the Assessment System Review Committee to ensure that the conceptual framework knowledge, skills, and dispositions are systematically integrated throughout programs. 
B.
Program and Curriculum Changes - Procedures for initiating curriculum change: Change may be initiated by faculty members based on their professional judgment and/or on review of relevant recommendations of the Undergraduate and Initial Review Committee or the Graduate Review Committee. All proposed curriculum changes are presented to the appropriate department head. 
1. 
Faculty Member. Faculty member initiates change with department head. 

2. 
Department Head. After the department chair has approved the proposed change, the chair or a designee will present the change to the department faculty for consideration. 

3. 
Department Faculty. Department faculty approve or disapprove proposed change. 

4. 
Department Head. The department head or designee prepares the following materials for presentation to the CEHD Curriculum Committee: 


a.
A generic syllabus (standard NCATE or accrediting agent format), the signature assessment rubric for school-related programs, and specification of the role of the change in the Unit Assessment System 

b.
Completed forms per Curriculum Committee and Graduate Council Guidelines and Procedures Handbook, forms presented on the website at http://www.ULM.edu/academicaffairs/currguidelines

c.
If the proposed change is mandated by an outside agency, the CEHD Curriculum Committee members must be provided with a copy of the mandate. 


d.
Assessment system data supporting the change 


e.
The department chair will take twelve (12) copies of the proposed change to the CEHD Curriculum Committee Chairperson. 


f.
Materials must be submitted no later than seven days prior to the regularly scheduled meeting. 

5. 
CEHD Curriculum Committee Chairperson. 

a.
The copies will be distributed by the Curriculum Committee Chairperson as follows: committee members (8), chair of the committee (1), Dean of the College of Education and Human Development (1), committee minutes (1), NCATE folder (1). 


b.
The committee chairperson will notify the committee members of the meeting and distribute copies of the proposed change to the committee members prior to when the Curriculum Committee meeting is to occur. 


c.
The chairperson, in anticipation of a conflict of interest, may require a committee member to recuse himself/herself from voting on a proposal in which he/she has a vested interest. 

6.
CEHD Curriculum Committee. 


a.
Rules regulating voting: 



1)
A quorum (5 of 8 members) must be present to vote. 



2)
The chairperson is a non-voting member except in the case of a tie. 



3)
In the absence of the chair, a temporary chair is appointed by the chair. 



4)
If a member is unable to attend a meeting, that committee member will secure an alternate from his/her department. 


b.
Presentations and Dispositions 



1)
The department head or representative will present the proposed change to the Curriculum Committee. 



2)
If approved by the members present, the proposed change will be submitted for approval to the faculty of the College of Education and Human Development. 



3)
If not approved, the proposed change will be returned to the department for revisions. 



4)
The committee chair will present the findings of the committee to the Dean of the College of Education and Human Development. 

7. 
Dean of the College of Education and Human Development. 


a.
The Dean will report the findings to the department head. If the proposed change was approved by the Curriculum Committee, the Dean will call a faculty meeting for the College of Education and Human Development not more than ten (10) days after the committee meeting.

b.
If the proposed change is presented to the committee and defeated a second time, the proposed change will be presented to the Dean of the College of Education and Human Development for his/her consideration. 

8. 
CEHD Faculty. 


a.
The department head will distribute copies of the proposed change to the other department heads and they will distribute these to the faculty before the faculty meeting. 


b.
The committee chair will present to the College of Education and Human Development faculty the action taken by the committee. 


c.
The department chair or department representative will present the proposed change to the faculty. 


d.
The Dean will ask for discussion. 


e.
The faculty will vote and a majority of those present is required for passage. 
9. 
Department Head. The department head has the responsibility for forwarding all documents to the appropriate committee/council. 

10. 
ULM Council for Teacher Education. This council must approve or disapprove any proposed change related to teacher education. Psychology curriculum changes will not need approval from this committee unless the changes are related to the teacher education program. 

11. 
ULM Curriculum Committee. This committee must approve all undergraduate curriculum changes. 

12. 
ULM Graduate Council. This committee must approve all graduate curriculum changes, including 400 level courses that are offered for graduate credit. 
Standing Committees of the College 

Administrative Council, CEHD 

The Administrative Council is comprised of the Dean of the College of Education and Human Development, the Associate Dean for Undergraduate Studies and Certification, the Assistant Dean for Assessment and Accreditation, the Director of Field Experience and Teacher Candidacy, and the four academic department heads of the College. The purposes of the Administrative Council are the following: 

1. 
Serve as a forum where ideas and suggestions for the improvement of the College and its programs may be discussed. 

2. 
Advise the Dean on administrative matters. 

3. 
Serve as a long-range planning committee for the College. 

4. 
Carry out special assignments as requested by the Dean. 

5. 
Share ideas and discuss issues of importance to the College. 
Alumni Advisory Committee, CEHD 
The committee recommends ways to improve CEHD Programs and Services. It will also determine and recommend ways to supplement the fiscal base of the College. 
Assessment System Review Committee, CEHD 

The Assessment System Review Committee is charged with evaluating the Unit Assessment System at least once per semester. Among the responsibilities of the committee are these: 

1. 
Identify content and operational strengths and weaknesses; 

2. 
Review recommendations from the Undergraduate and Initial Review Committee and the Graduate Review Committee; 

3. 
Evaluate the utility of data generated; 

4. 
Track the use of data to improve programs; 

5. 
Recommend professional development related to the assessment system for faculty and staff; and 

6. 
Initiate change to improve use of the electronic portfolio system and the unit system as a whole. 
Clinical and Field Experiences Advisory Council, CEHD 

The major purpose of the Council is to serve as a forum where general ideas and suggestions for the overall improvement of the field experience program may be discussed. The council is composed of principals, classroom supervisors, university supervisors, teacher candidates (student teachers and interns) and assessors/mentors. 
Council for Teacher Education, ULM 

As teacher education is a university-wide function, changes affecting teacher education curricula originate both within and external to the College of Education and Human Development. The Council for Teacher Education includes representatives from all academic areas of the university offering teacher education programs, as well as undergraduate teacher education majors. The Dean of the College of Education and Human Development appoints the membership of the Council for Teacher Education and serves as an ex-officio member. All academic actions affecting teacher education programs must be approved by the Dean and this Council. All curriculum changes must be approved by the Council for Teacher Education and are then subject to the approval of the ULM Curriculum Committee and the ULM Graduate Council as appropriate to level. 
Curriculum Committee, CEHD 

The Curriculum Committee is comprised of a chair and eight voting members who execute the well-defined guidelines and procedures for instituting changes in CEHD courses, curricula, and programs. These guidelines are published in the section entitled, “Guidelines for Program and Curriculum Changes” and are in congruence with those of the ULM Undergraduate Curriculum Committee and the ULM Council for Teacher Education. Responsibilities of the committee include: 
1. 
Review proposed changes in CEHD courses, curricula, and programs; 

2. 
Present committee findings to the unit dean; 

3. 
Present approved proposals to the entire CEHD faculty, and return proposals not approved to the department for revisions; and 

4. 
Facilitate submission of approved proposals for undergraduate changes to the Council for Teacher Education and the University Curriculum Committee, as well as the University Curriculum Committee, and submission of proposals for graduate changes to the ULM Graduate Council 
Diversity Committee, CEHD 

This active committee was created to help reinforce the Unit’s commitments relative to its pursuit of accommodating diverse learners and promoting the value of diversity in our society. The committee developed and obtained Unit approval of a Position Statement on Diversity, presented in the first section of this text, as well as a Diversity Plan (see Appendix H-1) that guides the work of the committee and the development of programs, courses, and activities for the College. 
Faculty Advisory Committee, CEHD 

The Faculty Advisory Committee is composed of four faculty members, one from each department. The Committee is appointed by each Department Head on an annual basis, the term running from January 1 to December 31. The committee members elect their own chairperson. The Committee is charged with the responsibility of providing faculty input to the Dean about College related matters and policy issues.
Graduate Review Committee, CEHD 
The Graduate Review Committee, comprised of representatives from each department who also are members of the graduate faculty, is charged with reviewing graduate appeals as well as the unit assessment data and system pertaining to graduate programs. The four major responsibilities of the committee are: 

1. Review appeals of graduate candidates and recommend appropriate action to the ULM Graduate Council; 

2. Review candidate performance, as documented in portal portfolio, to determine if candidates may proceed through their graduate program by advancing through the portal under consideration and/or recommend interventions as needed; 

3. Review graduate program operations and recommend change as needed; and 

4. Collaborate with the Assessment System Committee to offer suggestions for using assessment data to improve graduate programs. 

PK – 16+ Advisory Council 

The University of Louisiana at Monroe PK-16+ Advisory Council is responsible for determining ways to meet university growth targets for the Teacher Preparation Accountability System, professional development schools/partner schools growth targets for the K-12 School Accountability System, and new requirements of the No Child Left Behind Act. The council provides input needed to ensure that a broad range of appropriate field experiences and content is included in the redesign of the College of Education and Human Development’s current Post-Baccalaureate Education Programs. The PK-16+ Advisory Council is composed of the following types of individuals: chief executive/chief academic officer, key university leaders/administrators or president, superintendents in the service area, regional SDE service center personnel, corporate partners, deans of the colleges, faculty, principals from professional development schools, principals from partner schools, state/national experts, and other leaders from K-12 schools and their communities.

Promotion and Tenure Committee, CEHD 
The CEHD Promotion and Tenure Committee, or the College Promotion and Tenure Committee, reviews all application portfolios of candidates received from the department heads. After the review is completed, the committee submits recommendations directly to the Dean of the CEHD. Members each year are the chairs of the Departmental Promotion and Tenure Committees within the college. There is one representative from each of the departments (Curriculum and Instruction, Educational Leadership, and Counseling, Kinesiology, and Psychology). 

Recruitment and Retention Committee, CEHD 

The Recruitment and Retention Committee seeks to recruit and retain qualified students for the programs offered by the College of Education and Human Development. Committee members also represent the college at ULM recruitment activities. Membership is comprised of the chair, a representative from each department, and a student. 

Technology Committee, CEHD 

The CEHD Technology Committee serves in an advisory capacity to the dean and the Coordinator of Instructional Technology to recommend appropriate use of technology, allocation of resources, technology for purchase, and professional development activities for effective utilization. In addition, the committee participates in developing and updating the CEHD Strategic Technology Plan. 

Undergraduate and Initial Review Committee 

The Undergraduate & Initial Review Committee is charged with evaluating applications and considering appeals of undergraduate and initial teacher preparation candidates as well as reviewing the unit assessment data and system pertaining to the undergraduate and initial teacher preparation programs. Major responsibilities of the committee include:

1. 
Consider appeals of undergraduate and initial teacher preparation candidates and recommend appropriate actions; 

3. 
Review performances, as documented in portal portfolio, to determine if candidates may proceed through their undergraduate or alternative certification program by advancing through the portal under consideration and/or recommend interventions as needed; 

4. 
Review operations of undergraduate and initial teacher preparation programs and recommend change as needed; and 

5. 
Collaborate with the CEHD Assessment System Committee to offer suggestions for using assessment data to improve undergraduate and initial teacher preparation programs. 

This committee replaces and expands the responsibilities of the Selective Admission and Retention Committee to include the Unit Assessment System. 

Ad Hoc Committees 

The Dean will appoint ad hoc committees as needed to aid in the effective operation of the College. 

Student Organizations

Associated Professional Educators of Louisiana (A+PEL) Student Chapter 
Dr. Beverly Flowers-Gibson, Faculty Representative 

The University of Louisiana at Monroe Student Chapter is a professional organization for students majoring in education. The purposes of the A+PEL-ULM Student Chapter are as follows: to give students practical experience in working together and in working with other A+PEL chapters; to acquaint students with history, ethics, organization, policies and programs of A+PEL; to develop among students an understanding of the teaching profession; to interest capable students in education as a professional career; to encourage the practice of high standards of personal and professional conduct; to hold meetings and conferences for the mutual improvement and education of members; to help members remain current on the latest professional practices and legal issues affecting teaching and learning; and to promote quality education. 

Association for Doctoral Students (ADS) – Louisiana Education Consortium
Dr. Bob N. Cage, Sponsor 

The purpose of the organization is to promote scholarship and camaraderie among those individuals pursuing a Doctor of Education Degree in the Louisiana Education Consortium (LEC). Membership is open to any student enrolled in a degree program under the auspices of LEC. Voting privileges are extended to members who are enrolled in one or more LEC courses, who are in good standing on the host campus, and who have paid dues. 

The elected officials of the Association of Doctoral Students (ADS) shall be President, First Vice President, Second Vice President, Secretary, Treasurer, and Publicity Director, and they, with the Advisor, shall comprise the Executive Council. Officers are elected during the first meeting of each year with the exception of the President. Following the first election (1997), the First Vice President shall ascend to the presidency. Officers may be enrolled in any of the three consortium institutions with the exception of the President and First Vice President who must be enrolled in different home universities. All three institutions should be represented on the Executive Council. If an institution is not represented, it may designate a representative. The term of office is one year, but terms may be multiple. The President shall appoint members to complete unexpired terms of other officers. If necessary, the First Vice President shall complete the unexpired term of the President. 

The President shall preside at ADS and Executive Council meetings, appoint members to fill unexpired terms of office, and serve as student representative on the LEC Governing Board. 

The Executive Council shall consist of the elected officers and the Faculty Advisor. It shall meet at least once prior to each ADS meeting. 

The Faculty Advisor shall serve at the joint approval of ADS and the LEC Governing Board. The Faculty Advisor must have full LEC doctoral faculty status. 

The organization shall meet on the second Thursday of September, December, and April. The Secretary shall post notices at least one week before meetings in classrooms where LEC courses are taught. The September meeting will be for the purpose of enrolling members and distributing information about the organization; the December meeting will focus on philanthropic activity; and the April meeting shall be either an honors banquet or convocation with speaker. 

Annual dues are $20.00 payable at the September meeting. Disbursement of funds must have written sanction form the President or Treasurer and the Faculty Advisor. An annual audit will be conducted by two Executive Council members other than President and Treasurer and the Chair of the LEC Governing Board. 

This organization pledges to abide by regulations and policies governing organizations at Grambling State University, Louisiana Tech University, and University of Louisiana at Monroe. 

Kappa Delta Pi 
Dr. Ava Pugh, Faculty Representative 

Rho Iota Chapter of Kappa Delta Pi was chartered at the University of Louisiana – Monroe on October 15, 1987. Kappa Delta Pi is an international professional organization for both men and women in education. Membership in the organization is based on scholastic achievement as well as demonstrated skills in leadership and dedication to the teaching profession. Members include university professors, school administrators, classroom teachers, graduate students, and undergraduate students. The primary purpose of Kappa Delta Pi is to promote excellence in education. 

Association of Students in Kinesiology 
Dr. Mark Doherty and Ms. Tommie Church, Faculty Representatives 

The Association of Students in Kinesiology, known as ASK, is a student professional organization with membership available to all students at ULM majoring or minoring in Kinesiology. Faculty in the Department of Kinesiology are also invited to participate in this organization. 

Members are presently active in the state professional organization, LAHPERD (Louisiana Association of Health, Physical Education, Recreation, and Dance) and also in the national association, AAHPERD (American Alliance for Health, Physical Education, Recreation, and Dance).

Phi Delta Kappa 

Dr. Ava Pugh, Faculty Representative 

Phi Delta Kappa is an international professional fraternity for men and women in education. Members of the University of Louisiana at Monroe Chapter # 0188 of Phi Delta Kappa are proven leaders in the field of education. Membership is open to professors, school administrators, graduate students, and classroom teachers. The goal of Phi Delta Kappa is to promote quality education, in particular publicly supported education, as essential to the development and maintenance of a democratic way of life. Members of the ULM chapter participate in stimulating activities that enhance their professional growth. 

Psi Chi 
Dr. Rick Stevens, Faculty Representative 

Psi Chi, founded in 1929, is the national honor society in Psychology. Its purpose is to encourage, stimulate, and maintain excellence in scholarship and advancing the science of psychology. Membership is open to graduate and undergraduate students who make the study of psychology one of their major interests and who meet the scholastic and leadership requirements. Psi Chi is a member of the Association of College Honor Societies and is an affiliate of the American Psychological Association.
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Appendix A 

Evaluation of Faculty 

1. By Self and Administrator

2. By Students

A number of variables are considered when evaluating faculty performance. Direct performance measures include self-assessment, administrative evaluation, and student evaluation. Additional evidence of faculty performance is provided by several documents: the Faculty Activity Report the two-page and full vitae, and the faculty members’ involvement in reported changes and improvements (see Appendix D). Faculty members must complete and submit to the department head their self-evaluation on or before April 2 each year, using the same instrument that will be used in the administrative evaluation by their department head. If the sample instrument on the next page is the one used by the faculty member’s department head, then it should be completed and submitted as the self- evaluation. If the department elected an alternate instrument, the faculty member will need to obtain copy, complete the self-evaluation, and submit it on the due date.

Appendix A 

Evaluation of Faculty 

College of Education and Human Development 
NAME ___________________________________________ RANK ___________________ 

DEGREE(S)________________________________________________________________ 

DEPARTMENT_____________________________________________________________ 

YEARS OF EXPERIENCE — ULM ________________________________________ TOTAL ______ 
Please Check: 
	4 Excellent 
	3. 
	2. 
	1. 
	0. Unsatisfactory 


A. TEACHING AND ADMINISTRATIVE PROCEDURES 
	4 Excellent 
	3. 
	2. 
	1. 
	0. Unsatisfactory 


1. Knowledge of area of specialization 
Teaching and other appropriate experience 

Reading of appropriate journals and other materials 

Research activity 

Appropriateness of degree(s) 

Self-improvement efforts, including progress on next advanced degree, 

post-doctoral study, special courses, travel, etc.
2. Class planning and preparation 
	4 Excellent 
	3. 
	2. 
	1. 
	0. Unsatisfactory 


Determines objectives for each course and clearly communicates them to the students 

Covers course material adequately and evenly throughout the semester 

Makes certain that the course content correlates appropriately with related courses 

Prepares appropriate syllabus 

Makes appropriate outside assignments 

Introduces appropriate current material 

Maintains a proper physical environment in classroom 

Meets and dismisses class on time 

Makes proper arrangements when unable to meet class 

Follows policy and procedure on student absences 

Prepares thoroughly for each class 

Secures approval of Department Head before changing classrooms 

Consults-ULM Faculty Handbook and follows policies and procedures 

Follows ULM policy on textbooks 
3. Teaching effectiveness 
	4 Excellent 
	3. 
	2. 
	1. 
	0. Unsatisfactory 


Evidences ability to get subject matter across 

Makes reasonable and clear assignments 

Maintains appropriate level of difficulty for each course 

Augments lectures with class discussion, demonstrations, visual aids, and other appropriate 

methods
Projects fair and helpful attitude toward students 

Makes appropriate use of resource personnel in class 

Speaks clearly and distinctly 

Is even tempered and exhibits a supportive attitude toward students 

Avoids off-color stories 

Encourages appropriate class participation 

Holds the attention of students 

Motivates students 
4. Examining and grading 
	4 Excellent 
	3. 
	2. 
	1. 
	0. Unsatisfactory 


Gives appropriate examinations with proper frequency 

Grades and returns examinations and written work promptly 

Makes test questions clear and understandable 

Adjusts length of tests appropriately 

Constructs tests which reflect appropriate material 

Takes precaution to prevent cheating during examinations 

Maintains examination security prior to testing 

Has a fair, understandable system of grading 

Turns in grades promptly and accurately to the Registrar 

Maintains appropriate grade distribution 

Communicates with students about grades 
5. Counseling and advising 
	4 Excellent 
	3. 
	2. 
	1. 
	0. Unsatisfactory 


Maintains appropriate office hours as prescribed by Department Head 

Encourages students to take advantage of counseling and advising opportunities 

Seeks out both superior and weaker students for special attention 
B. RESEARCH, PROFESSONAL WRITING, AND RELATED ACTIVITIES 
	4 Excellent 
	3. 
	2. 
	1. 
	0. Unsatisfactory 


1. Membership in professional organizations 

2. Papers presented at professional meetings 

3. Professional publications 

4. Quality and quantity of research undertaken 

5. Utilization of research as an instructional tool 

6. Proposals submitted 

7. Professional addresses 
C. PERSONAL QUALITIES 
	4 Excellent 
	3. 
	2. 
	1. 
	0. Unsatisfactory 


1. Dependability 

2. Cooperativeness 

3. Emotional maturity 

4. Initiative 

5. Loyalty to the University 

6. Appearance 

D. COMMUNITY SERVICE 
	4 Excellent 
	3. 
	2. 
	1. 
	0. Unsatisfactory 


E. PARTICIPATION IN UNIVERSITY ACTIVITIES (Committees, etc.) 
F. REMARKS 
Specific incidents to support unusual ratings such as excellent or unsatisfactory 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

G. OVERALL EVALUATION 

	4 Excellent 
	3. 
	2. 
	1. 
	0. Unsatisfactory 


H. RECOMMENDATIONS 

Based on the above evaluation, the following general recommendation is made concerning the employment status of the individual ______________________________________________________________________________________________________________________________________________________ 

___________________________________________________________________________ 

Date of preparation of evaluation _________________________________________________________ 

Signed: ______________________________________________________ 

Head of the Department 

Date of discussion with faculty member___________________________________________
Comments: ___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

Signed: __________________________________ Date: ___________________ 

Head of the Department
Student Evaluation of Faculty 
Whereas the Purdue Cafeteria Plan has been used for more than a decade as the instrument for students to evaluate faculty, beginning with the 2003-2004 school year, students evaluate their instructors by completing an online instrument. Piloted during fall semester 2003, the original instrument contained 20 questions, which were regrouped and reduced to 16 questions based on analysis of results. It was agreed that the pilot evaluations would be used only to finalize the instrument so that full implementation could begin for spring semester 2004. The online evaluative process considers indices of effective teaching and observance of university policies and was endorsed by the Student Government Association (SGA) as a means of exchanging information about courses and instructors. The resulting instrument represents collaboration among students, faculty, and administration, with input from the Ad Hoc Committee on Student Evaluations and the Faculty Senate. The evaluation process is open, with results of the evaluations published online. 
On the two pages that follow are 1) the revised evaluation instrument and 2) the suggestions of the Ad Hoc Committee on Student Evaluations for interpreting and reporting evaluation results. 

Evaluation Instrument 
1. The instructor clearly states the requirements for this course and provides an appropriate syllabus. 

Strongly Agree / Agree / Neutral / Disagree / Strongly Disagree // No Opinion-Not Applicable 
2. This course includes: (check a s many as apply ) 

___exams with objective questions (e.g., multiple choice, true-false, matching, fill-in-the-blank) 

___exams with subjective questions (e.g., essays, worked problems) 

___papers/written reports/projects/portfolios 

___oral presentations/performances/exhibitions 

___required class participation 

___quizzes 

___homework 

___in-class work 

___field experiences 

3. The instructor evaluates and tests on the material covered and assigned in this course. 

Strongly Agree / Agree / Neutral / Disagree / Strongly Disagree // No Opinion-Not Applicable 
4. The instructor provides feedback on graded items quickly enough to benefit me. 

Strongly Agree / Agree / Neutral / Disagree / Strongly Disagree // No Opinion-Not Applicable 
5. The instructor creates a positive atmosphere in the class that promotes learning. 

Strongly Agree / Agree / Neutral / Disagree / Strongly Disagree // No Opinion-Not Applicable 
6. The instructor seems well prepared for class and demonstrates a clear understanding of the course material. 

Strongly Agree / Agree / Neutral / Disagree / Strongly Disagree // No Opinion-Not Applicable 
7. The instructor takes regular attendance. 

Yes / No // No Opinion-Not Applicable 
8. The instructor presents material in an effective and interesting manner. 

Strongly Agree / Agree / Neutral / Disagree / Strongly Disagree // No Opinion-Not Applicable 
9. The instructor treats students with respect. 

Strongly Agree / Agree / Neutral / Disagree / Strongly Disagree // No Opinion-Not Applicable 
10. The instructor encourages questions or discussion in class. 

Strongly Agree / Agree / Neutral / Disagree / Strongly Disagree // No Opinion-Not Applicable 
11. The instructor is willing to work with me outside of class. 

Strongly Agree / Agree / Neutral / Disagree / Strongly Disagree // No Opinion-Not Applicable 
12. The instructor keeps posted office hours. 

Yes / No // No Opinion-Not Applicable 
13. In this course, the instructor: (check a s many as apply) 

___adjusts grades based on class performance 

___uses alternate grading scales 

___offers opportunity to drop or substitute grades 

___provides opportunities for extra credit 

___none of the above 

14. The effort required to succeed in this course was: 

Far above average / Above average / Average / Below average / Far below average // No Opinion 
15. The instructor motivates me to do my best in this class. 

Strongly Agree / Agree / Neutral / Disagree / Strongly Disagree // No Opinion-Not Applicable 
16. My overall opinion of the instructor as a teacher is: 

Very High / High / Medium / Low / Very Low // No Opinion 
Reporting 
for questions 1, 3, 4, 5, 6, 8, 9, 10, 11, and 15 

record number of total respondents 

record number of No Opinion-Not Applicable ( No Opinion for question 15) 

Give mean and mode using following ranking 

Strongly Agree = 5 

Agree = 4 

Neutral = 3 

Disagree =2 

Strongly Disagree =1 

for question 14 

record number of total respondents 

record number of No Opinion 

Give mean and mode using following ranking 

Far above average = 5 

Above average = 4 

Average = 3 

Below Average =2 

Far Below Average =1 

for question 16 

record number of total respondents 

record number of No Opinion 

Give mean and mode using following ranking 

Very High = 5 

High = 4 

Medium = 3 

Low =2 

Very Low =1 

for questions 7 and 12 

record number of total respondents 

record number of No Opinion-Not Applicable 

record percentage of remainder yes and no 

for questions 2 and 13 

record number of respondents 

for each option, record percentage of respondents choosing that option 

Attached to each report is the following disclaimer: 

The results reported herein represent the perceptions of the students enrolled in the particular class section evaluated and do not necessarily predict future teaching practices by this instructor in this course. 
Appendix B 

Leave and Travel Requests 

1. Faculty Leave Request and Class Coverage Form
2. Travel Authorization Form 

Faculty must follow the travel policy as outlined by the Louisiana Office of State Purchase and Travel found at http://doa.louisiana.gov/osp/travel/traveloffice.htm. Prior to participating in off-campus or travel activities, the faculty member must obtain administrative approval. The faculty member must complete the Faculty Leave Request and Class Coverage Form and Travel Authorization Form and obtain administrative approval. In addition, the faculty member must also obtain the signature of the person who is assuming responsibility for providing instruction for any classes the instructor will miss on the Faculty Leave Request and Class Coverage Form. Details of provisions for covering missed classes should be discussed with the department head when the form is submitted for his or her approval.

FACULTY LEAVE REQUEST AND CLASS COVERAGE FORM
College of Education and Human Development

University of Louisiana at Monroe

	Note:
	(1) Unless an emergency, Dean’s office must receive request five business days prior to travel.

	
	(2) Attach “Travel Authorization Form” for ALL conference and out-of-state travel.


	To:
	     
	Department of       

	From:
	     
	Date:
	     

	I hereby request the leave indicated:
	
	


 FORMCHECKBOX 
 Official      FORMCHECKBOX 
 Sick      FORMCHECKBOX 
 Civil      FORMCHECKBOX 
 Funeral      FORMCHECKBOX 
 Without Pay      FORMCHECKBOX 
 Other (explain):       
Mode of Travel:       FORMCHECKBOX 
 Airplane      FORMCHECKBOX 
 Personal Car      FORMCHECKBOX 
State Car      FORMCHECKBOX 
 Other:       
	Estimated Cost:
	Transportation:
	$      

	
	Lodging:
	$      

	
	Meals:
	$      

	
	Other:
	$      

	
	Total
	$      


	Funding Source:
	Account Name:       
	Account #:       

	
	(If travel is for Conference or Out-of-State travel, attach “Travel Authorization Form” or if previously submitted, attach copy.)


Justification:
	A.  Purpose & destination of trip:
	     

	B.  Address/telephone at destination:
	     

	C.  Date and Time of Return:
	
	     

	     Date and Time of Departure:
	
	     

	     (subtract departure from return)
	Total Days:
	     

	D.  How does this benefit the College?
	     

	E.  Is this travel in accordance with state travel regulation?
	 FORMDROPDOWN 



Class Coverage:  I am responsible for the following course(s) scheduled to meet during the above-listed leave period; temporary coverage has been arranged as indicated below. (Substitute instructor must acknowledge responsibility for coverage by signing in the appropriate blank beside each course for which responsibility is assumed.)

	Course No.
	Section
	Time/Date
	Bldg./Room
	Temporary

Instructor
	Responsibility

Acknowledged

	     
	     
	     
	     
	     
	

	     
	     
	     
	     
	     
	

	     
	     
	     
	     
	     
	

	     
	     
	     
	     
	     
	

	     
	     
	     
	     
	     
	


(Observe Faculty Handbook Policy on “Faculty Absences.”)

_______________________________________________



           Signature

 FORMCHECKBOX 
  Approved
_________________________________________
 FORMCHECKBOX 
  Approved _____________________________________




        Department Head





          Dean

 FORMCHECKBOX 
  Disapproved






 FORMCHECKBOX 
  Disapproved

________________________________________________________
__________________________________________________




       Date






    Date

Revised 05/12/2008

[image: image5.jpg]THE UNIVERSITY OF LOUISIANA AT MONROE
Travel Authorization Form

Soc. Sec. Num. or

Employee Name Campus Wide ID Date of Request:
Date(s) of Trip: Authorization to Travel Must be Approved by the Following:
Type of Authorization: Yes No

Single Trip (In-State)* |:|

Single Trip (Out-of-State) D [:

International Travel 1 =1 Budget Unit Head Date

Special Approvals Required, If Applicable:

Weekend Travel [: D

Dean, Associate Dean, or Director (if applicable) Date
Use of Personal Vehicle D E:
New Vehicle Rental (if yes, attach justification) Ej Ej
—————————— A LU s o i
New Conference Lodging - Are you staying at the Conference Hotel? D D Appropriate V.P., or President Date
If not, is lodging rate equal to or less than Conference Hotel rate? D D
(Only authorized to reimburse up to the conference hotel rate - must
provide documentation on conference rate with this Authorization Form)
Routine Out-of-State Lodging - up to 50% Additional Allowance requested 1 1
(Attach Approval from Gail Parker) V. P. for Business Affairs Date

(International Travel Only)
| hereby certify that all travel expenses will be made in accordance with the Travel
Regulations prescribed by the Governor, through the Division of Administration. See
Policy and Procedure Memorandum No. 49 - Travel Regulations.

Requesting Employee's Signature Date

Employees Traveling with Requesting Employee Employees Traveling with Requesting Employee

DESTINATION AND EXPLANATION OF TRAVEL

| certify that adequate funds are available. Budget Unit
Approving Agent

Account Number (including expense code) Total Cost Total Approved Cost

Travel Authorizations are required for In-State Conferences or Seminars which require a registration fee and for ALL Out-of-State
and International Travel.

*A Travel Authorization is not required for routine business required by a Louisiana State agency and conducted in Louisiana.

NOTE: These procedures are for In-State Conference Travel and for all Out-of-State Travel. You should complete a Travel Authorization (TA) form prior to travel date(s) and ask your Department Head and appropriate V.P. to
sign the TA in order for your travel to be approved. The appropriate budget unit head must sign to approve the use of funds for travel and to certify that the funds are available. If other employees are traveling with you and they
will not have any expenses, they may be listed on your TA form. Each employee who will request a reimbursement from ULM should complete a separate TA form. A TA form should be completed even if the travel involves no
approved expenses. Attach any additional forms, if necessary, such as approvals for vehicle rental. You may proceed with your travel arrangements after your travel has been approved. AIR travel must be booked through
Carlson Wagonlit Travel, the State's approved Contracted Travel Agency. Once the travel is completed, please file a travel expense form within 30 days of the travel. Remember that original receipts must accompany the
expense form. For more details and guidelines, please refer to PPM 49 -

General State Travel Regulations at: http:/Awww.doa.state.la.us/osp/T ravel/TravelOffice.htm.

If you have questions, please call Mary East in the Controller's Office at 5112.

Send original to Controller's Office
Retain copy for your file Revised 7/30/2008





Appendix C 
Course Syllabus Policy 

1. Syllabus Format

2. Approval to Adopt Faculty-Produced Instructional Materials Form

• A written course syllabus will be developed for every course offered by the College of Education and Human Development (CEHD). The syllabus must follow the CEHD syllabus format, which includes course description, rationale, course objectives, primary empirical base, resources and materials (including textbook), course topics, instructional methods, assessment and grade assignment, bibliography, course schedule and policies (see Syllabus Format next page). 
• The syllabus for each course must be formally approved by the faculty in the discipline and by the department head. Syllabus elements subject to change according to the professional judgment of the instructor include resources and materials, methods of instruction, bibliography, and some class policies. However, all other elements of the syllabus, including course description, rationale, course objectives, primary empirical base, textbook, course topics, assessment and grade assignment, course schedule and some policies must remain constant until officially changed and documented by a departmental or college curriculum committee. 
• Course instructors will provide a copy of the course syllabus to each student in a class at the beginning of the semester, preferably during the first class meeting. During the first week of class the instructor should discuss the syllabus and explain assignments, the class schedule, and course policies, including grading and attendance. 
• Instructors are required by university policy to submit to the department head the syllabus for each course taught at the beginning of each semester. Copies of syllabi must be maintained on file in each departmental office. 
• Faculty members who seek to designate textbooks or other instructional materials they have written or produced as a required text for a course must first obtain approval from the department head and the dean. The Approval to Adopt Faculty-Produced Instructional Materials Form should be submitted and approved before faculty-produced materials are ordered or designated as required materials.
ULM College of Education Full Syllabus Format, 2003 
(Font: Times or Times Roman 12 for major heads, Times 10 or 12 for all else 

[Reference Style: APA 5th, typeset documents [hanging indent w/ italicized journal/book title]) 

I. Course Description (from catalog), Hours, and Form [e.g., CEHD 601: How to Format the Syllabus. 3 cr. This course .is designed to prepare candidates to format ..] 

II. Rationale (brief) The ULM Interactive Learning Model to Prepare Learning Facilitators provides the framework supporting unit programs.(Describe the interactions and role of this course within the context of the program[s] to which it applies, our conceptual framework, where it falls in the program sequence, and reference to pertinent Outcomes, Topics, & Evaluation on this syllabus) 

III. Course Objectives, Outcomes, and Standards (State each objective in behavioral terms, tie directly to assessment activities described in VIII below; only teacher preparation and other school-related courses must incorporate the illustrated matrix, indicating the professional standards and state performances addressed and level of mastery achieved; where applicable and appropriate, include general performance indicators and general and discipline-specific contemporary issues; clearly indicate technology integration tied to the assessment activities in 

VIII below)

	Objective 

This course is designed to enable candidates to: 
	Conceptual 
Framework 
KSD 
	Assessment 
(referenced to VIII) 
	State Standards 
	Specialty Standards 
_______ 
	NCATE Standards 
	Mas

teryLevel 

	1. Design lessons appropriate for specific grade levels that reflect understanding of diverse populations 
	K1,3,5; 

S1,2,5,6; 

D3,4 
	VIII A1a, B2b 
	1.1-.5, 3.4 
	1, 4 
	I 

	2. Teach a model lesson to students, demonstrating satisfactory teaching behaviors as per LaTAAP and assess students’ performances 
	K4; 

S1,2,5 

D4,5 
	VIII B2d 
	IA1-5; IIA1; IIC1 
	1.4, 2.3 
	1, 2 
	I 


IV. Primary Empirical Base The primary empirical base for this course is . . . 
V. Resources and Materials (Cite textbook first) The textbook is ___________. Other major resources and materials include . . . . 
VI. Course Topics The major topics to be considered are: (If not already incorporated into course, consider including if and as appropriate these professional and contemporary issues: such as professional standards and ethics; diversity [multicultural, including gender age, etc., and global, and exceptional]; Learning Facilitator performances; collaboration; parents; community/school involvement; technology; performance assessment; intellectual vitality; and trends [as final topic in course]; also include contemporary content for specialization area; and technology integration where appropriate) 
VII. Instructional Methods and Activities Methods and activities for instruction include: (To clarify and emphasize our model, divide methods and activities into Traditional, Clinical, Field Experiences; clearly indicate that technology is integrated throughout) 
A. Traditional Experiences (e.g., 1. Lecture/Discussion; 2. Power Point Presentation; 

3. Demonstration; 4. Drill; Guest; 5. Guest Speaker; 6. Video; 7. Electronic Communication; etc.) 
B. Clinical Experiences (e.g., On-line Simulations; Cooperative Groups; Student Demonstrations or Presentations; Blackboard activities; Guided Discovery; Role Play; Lab Exercise; Values; etc.) 
C. Field-Based Experiences (e.g., Exhibits/Displays; Internships; Practica; Field Experiences, Teaching; Field Trips; Community Resource Use; Case Studies; Distance Demonstrations; etc.) 
VIII. Assessment and Grade Assignment The candidate will maintain an overall average of 80%, based on grading rubrics: 
A. Methods 
1. Traditional Assessment (e.g., a. Knowledge test; b. Written report; c.  multimedia presentation, etc.) 

2. Performance Assessment (List all, but identify Signature Assessment*, attach signature rubric, and elaborate: e.g., a. Observed Counseling or Teaching Performance per rubrics; b. Teaching Portfolio; c. Behavior Plan; d. Case Study ) 

B. Grading Scale (e.g., 94–100 = A, etc. ) 
IX. Bibliography The knowledge bases that support course content and procedures include: (Categorize references into 3 groups indicated below; cite required texts and readings, references instructor consults for course content, and pertinent references from significant research compilations [e.g., Handbook of Research on Education]; all references must be current and readily accessible in library, on-line, PRL 106, and/or professor’s office) 

A. Contemporary References (published within the past six years) 

B. Classic References (anything older than six years that is really essential) 

C. Key Journals 
X. Course Schedule and Policies (see attached) (Developed as outlined for each new semester and attached to syllabus) 

A. Tentative Course Schedule (Tentative permits reasonable changes if justified & skirts grievance issues) 

1. Professor’s name, office, phone, and office hours; 2. Class meeting dates; 3. Topics by dates; Assigned reading by topic/dates; 5. Assignment due dates; 6. Test dates and coverage\ 

B. Class Policies 
1. Attendance; 2. Late Assignments; 3. Make-up Tests; 4. etc. 
Note: Current professional standards call for clear indications that technology is systematically integrated in all teaching and learning experiences, so where possible, cite appropriate technology throughout this syllabus and pertinent but brief details [e.g., in Course Objectives “with multimedia demonstrations” or “including on-line sources”; B. Course Topics, Evaluation & Grade Assignment; Bibliography IX A. Contemporary References for technology integration] 
College of Education and Human Development 
Approval to Adopt Faculty-Produced Instructional Materials 
Permission is herewith requested to designate as required text material a book or instructional material which I wrote or produced in a class that I plan to teach: 
Course: _____________________________________________________________________ 

Term: 
_____________________________________________________________________ 

Material Description: ___________________________________________________________________________ 

___________________________________________________________________________
___________________________________________________________________________
Rationale: ____________________________________________________________________ 

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________
□ I do earn money from the sale of my materials. 

□ I do not earn money from the sale of my materials. 

In accordance with ruling by the Louisiana Commission on Ethics for Public Employees (per Code Section 1112A), regarding royalties, any profits I realize from the sale of my materials to my students shall be reported, disclaimed, and donated as indicated. 

Donation to: __________________________________________________________________ 

___________________________________________________________________________
To facilitate review, a copy of the book or materials accompanies this request. 

______________________________________________________________________ 

(Faculty Signature) (Date) 

□ Request Approved □ Request Denied 

___________________________________ __________________________________ 

(Signature of Department Head) (Date) 
(Signature of Dean) (Date) 

___________________________________________________________________________
Copies of approval and documented donation to be maintained on file in department and college affairs.
Appendix D 
Annual Reports of 

Faculty Activities 

1. Faculty Activity Report

2. Faculty Abbreviated Vita

3. Faculty Vita (full)

4. Faculty Report of Program and Course Improvements and Change

5. Individual Technology Professional Development Plan and Report (even school years only)

Each faculty member is expected to report his or her professional activities annually by submitted the four or five documents listed above. Each report covers the period March 15-March 15, including the preceding Summer Sessions, Fall Semester, and Spring Semester (in progress). Except for the full faculty vitae, which may be professionally styled according to individual preference, all reports should adhere to the formats outlined in this appendix. Reports are due to the department head on or before April 2. These reports become a part of the faculty members records and will be reviewed as part of the annual administrative evaluation. 
THE UNIVERSITY OF LOUISIANA AT MONROE 
Faculty Activity Report 
Reporting Period: March 15, 20__ - March 15, 20__ 
NAME (Surname First) 

SCHOOL OR COLLEGE 

DEPARTMENT 

FACULTY RANK 

OTHER TITLES, IF ANY 

DATE OF FIRST EMPLOYMENT AS ULM FACULTY MEMBER 

DATE ACHIEVED CURRENT RANK 

EXPLANATORY REMARKS ON ABOVE IF DESIRED 

Please use this cover sheet for your 20__ Faculty Activity Report.
FACULTY ACTIVITY REPORT, MARCH 15 THROUGH MARCH 15 
I. TEACHING 

A. Courses (include special projects, directed readings, tutorials). For each course taught during the preceding summer and the preceding fall semester and for each course now in progress. Please provide the following information: 

1. Course designation 

2. Enrollment 

3. Contact hours 

4. Lecture and/or laboratory schedule 

B. Theses and dissertations for which you served as the major professor or as a committee member (indicate which): 

1. Student's name 

2. Title of thesis or dissertation 

3. Date completed 

C. Field studies and internships (give details) 

D. Off-campus courses (give details as in Item A and location) 

E. Correspondence or Distance Education courses 

1. Course designation 

2. Approximate number of lessons graded for each course 

3. Syllabi written or revised (give details) 

F. Instructional materials developed (videotapes, films, audiotapes, syllabi, diagrams, etc. Comment, as appropriate, on the nature of the materials-use, time involved in preparation, length, etc.) 

G. New courses developed (comment on the time involved, student interest in the course, etc.) 

H. New curriculum development (comment on the time involved, departmental acceptance, etc.) 

I. Teaching awards or citations won 

J. Student evaluation of teaching (please list here information about departmental or individual evaluations other than annual University-wide student evaluation information, which is already available to your department chairman and dean) 
II. STUDENT ADVISEMENT 

A. Approximate number of students advised 

1. Preceding fall semester 

2. Current spring semester 

B. Undecided or majors (indicate whether your advisees are majors or students who have not declared majors) 

C. Special help provided (if you do more than see advisees for schedule approval, please give details--letters written, special conferences, etc.; give some indication of time spent at each registration or pre-registration period.) 

D. Time and method of student advisement no covered in A through C 
III. RESEARCH 

A. Journal articles, excluding abstracts, published during the period covered by this report (attach reprints if available, or indicate if reprint has already been forwarded to Dean; indicate which articles are refereed) 

1. Author(s), if co-authored (list in order shown in journal) 

2. Title of article 

3. Name of periodical (if abbreviations are used in title, spell out in parentheses) 

4. Volume number or date or both 

5. Pages occupied by the article 

B. Papers presented at professional meetings
1. Author(s), if co-authored (list in order shown in journal) 

2. Title of paper 

3. Meeting (no abbreviations) 

4. Location and date 

C. Papers submitted for publication or presentation (indicate ones accepted) 

1. Author(s), if co-authored, of paper 

2. Title of paper 

3. Journal or meeting (no abbreviations) 

4. Date submitted or accepted for publication or presentation 

D. Books, monographs, chapters in books 

1. Author(s), if co-authored, editors, or institution responsible for writing the book 

2. Title of book, including any subtitle 

3. Series (if any) 

4. volume number (if any) 

5. City of publication 

6. Publisher 

7. Date of publication 

8. Inclusive pages or total number of pages 

E. Videotapes, audiotapes, films, etc. not mentioned elsewhere 

F. Grants and contracts received (research and non-research) 

1. Title of grant or contract 

2. Principal investigator, co-investigators 

3. Granting agency 

4. Duration, inclusive dates 

5. Amount 

G. Reports for funding agencies 

1. Date 

2. Number of pages 

3. Other relevant information 

H. Unsponsored research 

1. Description of activities 

2. Personnel involved 

3. Source of funds 

I. Grant proposals submitted to granting agencies 

1. Title of proposal 

2. Granting agency 

3. Principal investigator, co-investigators 

4. Date submitted 

J. Patents received 

1. Description 

2. Date received 
IV. PERFORMING ARTS 

A. Performances 

1. Title 

2. Part (actor, recitalist, conductor, etc.) 

3. Location 

4. Sponsor 

B. Publications 

1. Author (composer) 

2. Title and type of composition (script) 

3. Performance data, including sponsor and date
4. Publication data, including city and date 

5. Commissioned works 

C. Productions 

1. Role (director, designer, musical director, etc.) 

2. Nature of production 

3. Location 

4. Sponsor 
V. VISUAL ARTS 

A. Exhibitions 

1. One-man exhibition (place, date) 

2. Juried exhibition (place, date, juror if known, note whether local, regional, or national competition) 

3. Non-juried exhibition (place, date, note whether open or invitational) 

B. Commissioned works 

C. Other 
VI. CLINICAL ACTIVITIES 

A. Description of activities 

B. Personnel involved 

C. Time involved 

VII. SERVICE 

A. University service (give details) 

1. Committees 

2. Student recruitment 

3. Interdepartmental service 

4. Departmental public service 

B. Funded public service 

C. Consultantships (specify whether paid or unpaid: for paid consultantships indicate percent of time involved) 

D. Community/personal service 

E. Faculty adviser to student organizations 

F. Other service 
VIII. OTHER PROFESSIONAL ACTIVITIES 

A. Committee chairing at national and regional meetings; national, regional, state committee memberships; panel discussant at national, regional, state meetings; officer in professional organizations 

B. Honors received (professional recognition) 

C. Editorial work (or reader) for journals (title and sponsoring organization-no abbreviations) 

D. Publications reviewed (complete citation) 

E. Television productions or video-tape productions not listed elsewhere 

F. Technology professional development 

G. Post-doctoral study/professional improvement 

H. Other 
IX. PLANS FOR TEACHING, RESEARCH, AND SERVICE FOR THE COMING YEAR (For example, preparing new courses, planning for new research projects, preparing novel research-teaching service activities by visitations and leaves of absence.) 
X. NARRATIVE. Comment on your activities and accomplishments of special significance for the period covered by this report which the foregoing entries do not describe adequately.
Abbreviated Vita
(use Times font: 12 pt for heads; 12 or 10 pt for content) 
*Reference style=APA 5th, typeset documents [hanging indent w/ italicized journal/book title] 
Name, degree abbreviation 
Rank 
Faculty designation 
(e.g., Undergraduate & Graduate Faculty, dates; also LEC Doctoral Faculty & date if applicable) 
1. Academic Degrees (list highest first) 

(degree) 
(institution) 


(year) 

(major) 

Ph.D. 

University of Texas 

1955 

Clinical Psychology 

M.A. 

Slippery Rock College 

1946 

etc. 
2. Professional Experience (list present position first, then list next most recent, etc.) 

(Cal. years) (Position, Agency) 

1999–present Associate Professor, University of Louisiana at Monroe 

1989–1999 Assistant Professor, Old Dominion University 

1979-1989 Ouachita Parish Schools, First grade teacher, Kiroli Elementary 

etc. 
3. Faculty and Administrative Load (regular assignment for Fall and Spring semesters) 

Typical Fall Semester Load: 

READ 777 Reading for College Professors 



3 S.H. 

etc 

Typical Spring Semester Load: 

FRYS 101 etc. 
4. Other Collegiate Assignments (department, college, ULM committees; extra ULM duties) 
5. Current Professional and Academic Association Memberships (indicate annual conferences attended with asterisk) 

(e.g., Association for Supervision and Curriculum Development*) 
6. Current Professional Activities (off-campus professional activities: e.g., consultancies, advisory boards, leadership roles in professional organizations, editorial boards) 

*7. Scholarship (most recent and/or important publications and presentations; list in reverse chronology and intermingle per Boyer’s definition of Scholarship attached) 
*8. Other Scholarly Activities (most recent and/or important; list in reverse chronology) [Grants applied/received; research-in-progress; honors/awards; etc]
Synopsis of Boyer’s Definition of Scholarship for Teacher Preparation Faculty 
[Explanation is adapted from the NCATE Update, Fall 2003.] 
The College of Education and Human Development subscribes to Ernest Boyer’s definition of scholarship, which includes traditional means such as books and articles in refereed journals, as well as non-traditional approaches that might include action research projects and the application of research in classroom settings. Boyer, in Scholarship Reconsidered (1990, Carnegie Foundation), conceptualizes scholarship in four forms: 1) scholarship of discovery, or traditional research; 2) scholarship of integration, or interpretation and new insights on original research; 3) scholarship of application, or exploration of the dynamic between theory and action; and 4) scholarship of teaching, which involves sharing and creating knowledge. Examples of scholarship beyond traditional publications include interdisciplinary research, textbooks and nonacademic writings, presentations at professional meetings, and other projects related to areas of expertise that are evaluated with the same rigor and accountability as traditional research. Regardless of the form, scholarship must always be assessed. According to Boyer, “faculty must demonstrate to the satisfaction of their peers that high performance standards have been met” (Boyer, p. 28). Consequently scholarship must be evaluated, documented, and peer reviewed.
Faculty Member Reporting_________________________Department _______________
Changes in Unit Programs and Courses, March 15 – March 15, 200___
	Program &/or Course Changed 

	Description of Change 

	Rationale/Data for Change 

	Potential Improvement 


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Individual Technology Professional Development Plan for 200__-200__ 
I. Curriculum Integration 
Below, list the courses you plan to teach and include a brief statement of how you will model/use instructional technology in each. 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

II. Specific Skills Development 
Below, list three specific instructional technology skills you plan to improve. 

(1) _______________________________________________________________ 

(2) _______________________________________________________________ 

(3) _______________________________________________________________ 

I understand that I am expected to document a minimum of twelve hours of professional development activities related to instructional technology for each semester (24 hours) during each academic year. 

Professional development activities in technology may take many forms (e.g. workshops, seminars, and self-instructional programs such as video instructional programs, on-line resources, and text-based resources; small group instruction can be arranged upon request). Requests for specific assistance with professional development are to be made in writing to the department head. 

I understand that this document will become a part of my faculty record and will be reviewed and used as part of my evaluation for the academic year. 

_
_____________________________ __________________________ 

Faculty Member 


Department Head 
______________________________ __________________________ 

Date 




Date
Name ______________________ Dept. ______________ Academic Year: 200___-200___ 

Individual Technology Professional Development Report 
(≥ 24 hours) 

Professional Development Activity





      Hours/Date 
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
TECHNOLOGY CHECKLIST 
Indicate your current level of technology skills that enables you to: 
A. Basic Computer/Technology Operations and Concepts.*
	Introductory
	Intermediate
	Advanced

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	


1. operate a multimedia computer system with related peripheral devices to successful install and use a variety of software packages
2. use terminology related to computers and technology appropriately in written and oral communications
3. describe and implement basic troubleshooting techniques for multimedia computer systems with related peripheral devices.
4. use imaging devices such as scanners, digital cameras, and/or video cameras with computer systems and software.
5. demonstrate knowledge of uses of computers and technology in business, industry, and society.
B. Personal and Professional Use of Technology.*
	Introductory
	Intermediate
	Advanced

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	


1. 
use productivity tools for word processing, database management, and spreadsheet applications.
2. 
apply productivity tools for creating multimedia presentations.
3. 
use computer-based technologies including telecommunications to access I information and enhance personal and professional productivity 

4. 
use computers to support problem solving, data collection, information Imanagement, communications, presentations, and decision-making.
5. 
demonstrate awareness of resources for adaptive assistive devices for student with special needs.
6. 
demonstrate knowledge of equity, ethics, legal and human issues concerning use of computers and technology computers and technology
7. 
identify computer and related technology resources for facilitating lifelong I learning and emerging roles of the learner and educator
8. 
observe demonstrations or uses of broadcast instruction, audio/video conferencing, and other distant learning applications.
C. Application of Technology in Instruction*

	Introductory
	Intermediate
	Advanced

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	
	
	


1. explore, evaluate, and use computer/technology resources including applications, tools,


educational software and associated documentation. 

2. describe current instructional principles, research, and appropriate assessment practices

as related to the use of computers and technology resources in the curriculum 

3. design, deliver, and assess student learning activities that integrate computers! technology

4. for a variety of student group strategies and for diverse student populations.
5. design student learning activities that foster equitable, ethical, and legal use of I 

technology by students.
6. practice responsible, ethical and legal use of technology information, and I software

resources.
D. Specific Technology Skills Introductory Intermediate Advanced 
Additional skills especially relevant to your teaching/research/service
	Introductory
	Intermediate
	Advanced

	1.
	
	

	2.
	
	

	3.
	
	


1. (specify)

2. (specify)

3. (specify)

*Foundations in technology for undergraduate educators adopted by ISTE and NCATE 1998
Appendix E 
Departmental Guidelines for

Promotion and Tenure
E1…Curriculum and Instruction

E2…Educational Leadership and

Counseling

E3…Kinesiology

E4…Psychology
Department of Curriculum and Instruction 
Promotion & Tenure 
Policies & Procedures
University of Louisiana at Monroe 
February 1, 1997 
(2004 revision)
Department of Curriculum and Instruction 
Promotion and Tenure Philosophy
The promotion and tenure philosophy of the Department of Curriculum and Instruction reflects and builds upon two major departmental goals: 1) preparing students at the undergraduate and graduate levels as learning facilitators in their particular areas of specialization; and 2) providing students with academic experiences to enhance professional growth. In aspiring to reach these goals, faculty, working in and contributing to an atmosphere of collegiality and cooperation, are committed to involvement in activities that enhance the quality of instruction, produce research results that focus on teaching and learning, and provide needed professional services to schools, corporate groups, and the community at large.
Promotion and Tenure Guidelines and Procedures 
I. Curriculum and Instruction Advisory Committee 
A. The Committee for Tenure will be composed of tenured faculty members. 

B. The Committee for Promotion will be composed of Full Professors and Associate Professors; however, only members at or above the rank to which an individual candidate aspires will consider an applicant for promotion. 

C. The Advisory committee will hold an initial meeting where a chairperson will be elected for the academic year. 

D. The chairperson of the committee will review the candidate applications, guidelines, and due dates. 

E. The chairperson will notify the candidate of procedures, dates, and guidelines. 
II. Procedures of the Committee 
A. The committee will consider each candidate by reviewing his/her credentials based on standards listed in the ULM Faculty Handbook (available online at www.ulm.edu). 

B. The committee will prepare a formal tenure and/or promotion report listing recommendations for each candidate. 

C. A signed letter from the committee chairperson will be presented to the Department Head giving specific recommendations. 

D. The recommendations delivered to the Department Head will state the accomplishments of the candidate and the areas needing improvement. 

E. Votes on each candidate will be taken by secret ballot. 

F. Committee deliberations are to be kept confidential. 

G. The final vote for promotion will not be given to the candidate. 

H. The vote for tenure will reflect positive or negative recommendations plus the vote count. 

I. The committee chairperson will present the committee’s recommendation and the candidate’s documents to the Department Chairperson, unless that person is a candidate; in that event, the report will go directly to the dean. 

J. *The final secret ballot vote will be reported to the Department Head and will be reflected by margins of 5-0; 4-1; 3-2 (positive or negative) respectively—with exceptions stated above in I. 

K. The Department Head will make recommendations on the candidate independent of the decision from the advisory committee. 

L. The Department Head will forward his or her recommendation, all documentation, and the committee’s recommendation, to the dean 

III. Procedures for the Candidate 
A. A memorandum from the Department Head will be sent to all faculty announcing procedures and deadlines for submitting applications for promotion and tenure. 

B. The Department Head will request a letter of intent from all faculty who wish to become a candidate for promotion and/or tenure. 

C. These letters of intent will be relinquished to the Committee Chairperson and the Department Chair will convey any new information on promotion and tenure procedures. 

IV. Statement 
At the conclusion of each academic year, the committee will be asked to make recommendations and offer suggestions for improving the Tenure and Promotion process. 

*If the Department Head is a candidate, decisions will be reported to the Dean.
Curriculum and Instruction 
General Promotion & Tenure Requirements and Criteria 
To be considered for promotion, the faculty member must document sustained excellent performance in two of the academic areas of teaching, scholarship, and service, with sustained quality performance in the third area. Performance levels equivalent to excellent and quality are identified in the discussions of each academic area. 
To be considered for tenure, the faculty member must document sustained performance appropriate to rank in the three academic areas of teaching, scholarship, and service plus sustained collegiality activities at the level defined in the discussions of each academic area of teaching, scholarship, and service. 
Criteria for Promotion 
Promotion will be granted in accordance with the guidelines of the ULM Faculty Handbook. In order to apply, the faculty member must meet the minimum Graduate Study and Experience Requirements for each rank. In addition, the faculty member should have attained/achieved and documented the following: 

1) sustained excellent* performance in two of the academic areas of teaching, scholarship, and service; and
2) sustained quality* performance in the third academic area (teaching, scholarship, service). 

* Performance levels equivalent to excellent and quality are identified in the discussions of each academic area. 
Criteria for Tenure 
Tenure will be granted in accordance with the guidelines of the ULM Faculty Handbook. Also, a faculty member should have attained/achieved and documented the following: 

1) at least 5 years of teaching experience in a tenure-track position at the college level; and 
2) sustained performance in the three academic areas (teaching, scholarship, and service) appropriate for his or her rank; and 
3) sustained collegiality in each of the three academic areas of teaching, scholarship, and service.** 

** Minimum collegiality activities are identified in the discussions of each academic area; collegiality scores are not counted in the total score for each academic area.
Teaching/Advising Criteria
Recognizing that teaching/advising is a standard that is expected as a basic performance of contract responsibilities, the faculty member must make every effort to model appropriate teaching and professional behavior as a facilitator of learning, present relevant and current information and research, use learner-appropriate teaching methods and evaluation strategies, and engage in self-assessment relative to their teaching/advising responsibilities. 
Quality performance is a standard applied to faculty who exhibit the behaviors listed above. Excellent performance is a standard that presumes the characteristics under Quality are demonstrated and performance moves beyond this level. Attitudes and activities that demonstrate excitement for course material and inspire learners to excel and strive toward their potential are expected to meet this standard. 
Teaching/advising points are accrued on a yearly basis since the last promotion or since appointment to a tenure track position and then averaged for the Teaching Average Score (TAS). Interpretation of TAS value is increasingly stringent for each higher rank, as indicated below: 
                Quality Performance     Excellent Performance 
Promotion to Assistant Professor 

TAS ≥ 10 

TAS ≥ 15 
Promotion to Associate Professor 

TAS ≥ 10 

TAS ≥ 20 
Promotion to Professor 


TAS ≥ 10 

TAS ≥ 25 
Teaching Collegiality points, an additional requirement for tenure consideration, are earned for activities marked with c on the page that follows. Collegiality points for designated activities are accrued on a yearly basis since the last promotion or since appointment to a tenure track position and then averaged for the Teaching Collegiality Average Score (TCAS).*  
Collegiality 

Quality Performance 
Excellent Performance 
Tenure 
TCAS ≥ 3 
and
 Rank-Appropriate 
TAS Rank-Appropriate TAS 
(1 pt./item marked with C) (Teaching Collegiality Average Score) 

* Teaching Collegiality points and scores may not be counted in the total score for Teaching/Advising.
Teaching/Advising Activity Scores 
Minimal characteristics for meeting this standard might include, but would not necessarily be limited to the indicators listed hereafter. 

• teaching reflects ULM Interactive Learning Model including mastery of the content area as a facilitator of learning (2) 

• creates collaborative and independent learning environments (2) 

• provides experiences for students to achieve career relevant, authentic learning outcomes (2) 

• integrates concepts across disciplines (1) 

• models excellence in scholarship and learning (2) 

• holds membership and participates on graduate student committees (1 point maximum) 

• accommodates diversity among students(1) 

• offers challenging and current material that affords students an opportunity to learn the information using a variety of teaching methodologies (2) 

• evaluates appropriately and meets university standards (1) 

• integrates new knowledge from research with the wisdom of practice (1) 

• reviews and revises program material including textbooks, syllabi, and evaluation instruments (1) 

• provides for individualized instruction through courses or activities when appropriate to objectives and student needs (2) 

• provides current and approved syllabi following unit format (2 maximum) 

•c contributes to program development and review process (1 point maximum) 

•c collaborates with colleagues to improve teaching/learning (1) 

• implements the role of advisor effectively by being available and offering appropriate and accurate assistance to students (2) 

• writes advisee recommendations for scholarship and job placement (1 point maximum) 

• attends faculty development opportunities (2 points maximum) 

• Director of a Master's thesis (1 point per student total) 

• Director of a Specialist's thesis (2 points per student total) 

• Director of a Doctoral dissertation (4 points per student total) 

• Student evaluations: actual average rating from 3.0 to 5 of all courses taught per year* 
•c Member of a field study/thesis committee (1 point per student total) 

•c Member of a Specialists committee (2 points per student total) 

•c Member of a Doctoral thesis committee (3 points per student total) 

• Supervised directed study (1 point each) 

• Other appropriate teaching activity (1) Specify: 

c 1 Collegiality point per indicated item 

* No points given for less than 3 point average rating
Scholarship Criteria 
Recognizing that scholarship is a prerequisite for competent and current teaching, facilitates more valuable and contemporary interaction with the community, and contributes to the expansion of knowledge and the development of the profession, each faculty member is expected to actively seek and engage in scholarly activities as defined by Boyer (see synopsis, p. D-7). The Department of Curriculum and Instruction strongly encourages collaboration and collegiality; toward that end, multiple authors and presenters receive full credit for joint scholarly works. 
Quality performance is a standard applied to the faculty member who acknowledges this responsibility and who conducts and utilizes scholarly activities to improve teaching and to lead to peer-reviewed publications, presentations at professional conferences that are peer-reviewed, or development of new courses or program enhancement within the department. Excellent performance exceeds mastery of quality level performance in terms of quality, intensity, quantity, scope, and impact. In order to be considered for promotion or tenure, the candidate must document sustained quality or excellent scholarship. 
Scholarship points are accrued on a yearly basis since the last promotion or since appointment to a tenure track position and then averaged for the Scholarship Average Score (SAS). Interpretation of SAS value is increasingly stringent for each higher rank, as indicated below: 
Quality Performance
 Excellent Performance 
Promotion to Assistant Professor 

SAS ≥
 5 

SAS ≥
 15 
Promotion to Associate Professor 

SAS ≥
10 

SAS ≥
 20 
Promotion to Professor 


SAS ≥ 
15 

SAS ≥ 
25 
Scholarship Collegiality points, an additional requirement for tenure consideration, are earned for each collaborative scholarly work. Scholarship Collegiality points are accrued on a yearly basis since the last promotion or since appointment to a tenure track position and then averaged for the Scholarship Collegiality Average Score (SCAS).* 
Collegiality 
  Quality Performance 
 Excellent Performance 
Tenure 
SCAS ≥ 3   and     Rank-Appropriate 

SAS Rank-Appropriate SAS 
(1 pt./collaborative activity) (Scholarship Collegiality Average Score) 
* Scholarship Collegiality points and scores may not be counted in the total score for Scholarship.
Scholarship Activity Scores 
15 points: 
• Book published in area of specialization (recognized publishing company); blind reviewed, +5; lead author, +5 

• Major grant funding (≥ $50,000) secured for university 

• Other equivalent scholarly activity; specify:______________________________________ 

10 points: 
• Article published in national or international journal; refereed, +5; lead author, +5 

• Book chapter published in area of specialization (recognized publishing company) 

• Presentation at national or international conference (refereed or invited) 

• Moderate grant funding (≥ $25,000) secured for university 

• Principal investigator or director for implementing major grant 

• Editorship of newsletter for national/international professional organization 

• Other equivalent scholarly activity; specify:______________________________________ 

5 points: 
• Article published in regional journal; refereed, +2; lead author, +3 

• Professional resource compilation in area of specialization 

• Book or test review in national journal 

• Presentation at regional conference (refereed or invited) 

• Minor grant funding (< $25,000) secured for university or college 

• National editorial board or field reviewer for national journal (count here or as Service) 

• Principal investigator or director for implementing moderate grant 

• Editorship for state/regional professional organization publications 

• Other equivalent scholarly activity; specify:______________________________________ 

3 points: 
• Article published in state journal; refereed, +1; lead author, +2 

• Presentation at state conference (refereed or invited) 

• Creation of non-print scholarly material specific to specialization area (videotape/slide program, etc.) 

• Editorship of newsletter for local professional organization 

• Manuscript reviewer for national book publisher in area of specialization 

• State editorial board or field reviewer for state journal (count here or as Service) 

• Principal investigator or director for implementing minor grant 

• Other equivalent scholarly activity; specify:______________________________________ 

1 point: 
• Article published in local journal or newspaper in area of specialization 

• Presentation to local organization concerning area of specialization 

• Formal scholarly inservice presentation in area of specialization to local professionals 

• Submitted proposal for presentation to professional conference (state level or above) 

• Submitted paper to professional journal (state level or above) 

• Published national conference proceedings 

• Grant proposal authored, submitted, unfunded 

• Other equivalent scholarly activity; specify:______________________________________
Professional Service and Outreach Criteria 
The Department of Curriculum and Instruction acknowledges effective teaching as the foundation of excellence in education and accepts it as the primary criterion for promotion and tenure, while service and scholarship are viewed as strongly supportive secondary criteria. However, faculty members are expected to actively and continuously participate and provide service to the department, college, university, local community, region, state and the profession at large. Such service constitutes Quality Performance. 
To achieve Excellent Performance, the faculty member must demonstrate exceptional efforts to support departmental, college, university, regional, state, and national programs and professional organizations. Exceptional efforts may include taking a leadership role on the committee or in the organization and providing follow-through to accomplish the goals. 
Performances that would lead to attainment of these performance standards might include but not be limited to the following: 
• Serves on a university committee (2); chair (3) 

• Serves on a college committee (2); chair (3) 

• Serves on a department committee (1); chair (2) 

• Conducts/organizes activities within the university, college, or department (2); or professional organizations, local (2); state (3); regional (4); national (5) 

• Assumes leadership role: officer position in a professional organization, local (2); state (3); regional (4); national (5); international (6) 

• Assumes leadership role: committee chair position in a professional organization, local (1); state (2); regional (3); national (4); international (5) 

• Serves as a consultant on state (2) or national task forces (3) 

• Collaboratively develops and implements professional service activities (1–5) 

• Technical assistance program provided on-site to local professionals (1–5) 

• Collaboration with Professional Development Schools (1-10 dependent upon level of participation) 

• Other: 
Professional Service and Outreach points are accrued on a yearly basis since the last promotion or since appointment to a tenure track position and then averaged for the Professional Service and Outreach Average Score (PSOA). Interpretation of PSOA value is indicated below: 
Quality Performance 

Excellent Performance 
Promotion to Assistant Professor 

PSOA ≥ 10 


PSOA ≥ 15 
Promotion to Associate Professor 

PSOA ≥ 10 


PSOA ≥ 15 
Promotion to Professor 


PSOA ≥ 10 


PSOA ≥ 15 
Collegiality points for Professional Service and Outreach, an additional requirement for tenure consideration, are earned for each collaborative service and outreach activity (1 point per activity). These Collegiality points are accrued on a yearly basis since the last promotion or since appointment to a tenure track position and then averaged for the Collegiality Service and Outreach Average Score (CSOAS).* 
Collegiality 
   Quality Performance 

    Excellent Performance 
Tenure CSOAS ≥ 3  and    Rank-Appropriate PSOA 
  Rank-Appropriate PSOA 
(1 pt./collaborative activity) (Collegiality Service & Outreach Average Score) 
* Collegiality Service and Outreach points and scores may not be counted in the total score for Service & Outreach.
The University of Louisiana at Monroe
College of Education and Human Development 
Recommendation Form 
Year: 
Name Department 
Current Rank Years at ULM 
Highest Degree Earned Total years experience 
Recommendation is for 

__ Promotion

 __ Tenure 
Recommendation History 
Departmental Committee 

__ positive 


__ negative 
Date 




(____votes) 


(____votes) 
Department Head 


__ positive 


__ negative 

Date 
College Committee 


__ positive 


__ negative 

Date 




(____votes) 


(____votes) 
________________________
(Signature)
DEPARTMENT OF EDUCATIONAL LEADERSHIP AND COUNSELING 

Guidelines for Promotion and Tenure Recommendations 
This document contains criteria that are useful as guidelines in evaluation of faculty performance for the Educational Leadership and Counseling Department. Each guideline reflects a purpose or goal of the department and provides a structure for fair and consistent evaluation of faculty in the department. Each candidate for promotion and/or tenure will be provided with a current, written copy of these guidelines for the purpose of submitting an organized file of information pertinent to promotion or the award of tenure. 

Department Mission 

It is the mission of the Educational Leadership and Counseling Department, in the College of Education, to educate, train, and otherwise prepare individuals at the graduate level to enter the professions of Community and School Counseling, Educational Leadership, Educational Administration and Supervision, Marriage and Family Counseling/Therapy, and Substance Abuse Counseling to enter their respective professions as skilled practitioners. 

Philosophy Statement 
It is the Department’s desire to select, retain, and promote within available resources, faculty members who will best contribute to university goals for instruction, research, and service. Faculty members will notice that each of these areas is important in the determination of promotion and tenure; but in any one period, university, college or department goals and priorities may change. It is the faculty member’s obligation to keep current with university, college, and departmental goals and priorities. 

Departmental Process 

The process for promotion and tenure for the Department will in all cases be applied within the guidelines set out in the Faculty Handbook. The Departmental Committee will consist of at least five (5) faculty with the rank of Assistant Professor and above, excluding the department head. The Committee will be selected by September 30 of each year. While all members will participate in the discussions and evaluation process of all applicants, only those holding the rank to which the applicant aspires or above, will be allowed to vote on the application as per University policy (see Faculty Handbook 1994, page 46). Hence, in the ELC Department, the committee will have at least two faculty members at the rank of Professor and two at the rank of Associate Professor. Voting will be by secret ballot and the results (not the votes of Committee members) will be recorded on the appropriate College of Education form. 

The faculty wishing to be considered for either promotion or tenure should contact the Department Head who will provide the guidelines and explain the process by September 15 of each year. 

Criteria for Promotion and Tenure 

Every faculty member, irrespective of particular status, is entitled to academic freedom. Each is entitled to the university’s own system of due process. These safeguards offer each faculty member security from violations of academic freedom and from arbitrary decisions with regard to promotion and tenure. 

All faculty members have responsibilities in teaching, research/scholarly activity and service and are expected to maintain collegial relationships with peers as part of the process for tenure and promotion.

Promotion 

To make satisfactory progress toward promotion, the faculty member must attain and maintain the standards under “Excellence” in at least two of the three areas (i.e., teaching, research/scholarly activity and service). The qualifications minimum graduate study and experience, etc. found in the Faculty Handbook, Fall 1994 (page 47) will be strictly adhered to. 

Tenure 

To make satisfactory progress toward tenure, the faculty member must attain and maintain the standards under “Excellence” in at least one of the three areas over time. 

TEACHING/ADVISING: 

The following performance standards are intended to clarify and address the quality issue of evaluation and assessment of performance in teaching. 

ACCEPTABLE: 
Acceptable is the standard that is expected as a basic performance of contract responsibilities. At this level, the faculty member must make every effort to present relevant and current information and research, use learner appropriate teaching methods and evaluation strategies, and engage in self-assessment relative to his/her teaching and advising responsibilities. 

Minimal attainment of this standard might include, but would not necessarily be limited to the following: 

• exhibits professional demeanor in his/her role; 

• cares about students as individuals; 

• respects diversity among students; 

• demonstrates teaching competence in content area; 

• offers challenging and current material that affords students an opportunity to learn the information using a variety of teaching methodology; 

• instructs and evaluates at levels meeting university standards; 

• integrates new knowledge from research; 

• reviews and revises program material including textbooks, syllabi and evaluation instruments; 

• provides an appropriate syllabus for each course as defined by College of Education standards; 

• contributes to program development and review process; 

• collaborates with colleagues to improve teaching/learning; 

• implements the role of advisor effectively by being available and offering appropriate and accurate assistance to students; 

• writes advisee recommendations for scholarships and job placement, and; 

• attends conferences and faculty development opportunities. 

EXCELLENCE 
Excellence is a standard that presumes the characteristics listed under “Acceptable” are demonstrated and performance moves beyond this level. Attitudes and activities that demonstrate enthusiasm for course material and inspire learners to excel and strive toward their potential are expected to meet this standard. Ability to teach/advise with exceptional clarity, delivery and variety of mode that students question, take appropriate risks, and push themselves intellectually might describe this standard best. 

Minimal characteristics for meeting this standard might include, but would not necessarily be limited to the following: 
• demonstrate mastery of the content area and exceptional dissemination and delivery; 
stimulates individuals to be independent learners; 

• creates an environment for questioning and appropriate risk taking; 

• encourages students to achieve career relevant, experiential learning outcomes; 

• inspires and challenges students to push themselves intellectually and in skill development; 

• fosters independent thinking; 

• develops conceptual connection among disciplines; 

• models excellence in scholarship and learning; 

• is sought by graduate students as thesis/dissertation advisor and produces these/dissertations of exceptional quality; 

• holds membership and participates on graduate student committees; 

• evaluates teaching techniques with a variety of methods, and; 

• applies theories and techniques from faculty development activities. 

RESEARCH/SCHOLARLY ACTIVITY 

The following performance standards are intended to clarify and address the quality issue of evaluation and assessment of performance in research and scholarly activity. Teacher preparation and other school-related faculty adhere to Boyer’s definition of scholarship (see synopsis, p. D-7). 

ACCEPTABLE: 
Recognizing that research and scholarly activity is a prerequisite for competent and current teaching and contributes to the expansion of knowledge and the development of the profession, it is expected that each faculty member will be engaged in this area of responsibility. “Acceptable” is a standard that is applied to the faculty member who acknowledges this responsibility and who conducts and utilizes these scholarly activities to improve teaching which in turn lead to peer reviewed publications and presentations at professional conferences that are peer reviewed, or lead to the development of new courses or program enhancement within the department. 

Minimal attainment of this standard might include, but would not necessarily be limited to the following: 
• collaborates with practitioners in the field and colleagues on publication and presentation endeavors; 

• presents ideas, research, or works to professional peers or to the public; 

• writes quality proposals and submits for competitive grants; 

• reviews and/or evaluates texts for publishers or grants on local state, or national level; 

• presents original works to colleagues or the campus community; 

• collaborates with students in scholarly activities; 

• participates in activities, conferences or conventions which keep faculty members abreast of current research, and; 

• engages in documented library research on regular basis to keep current in professional literature. 

EXCELLENCE: 
The attainment of this standard assumes the mastery of the criteria listed in “Acceptable”. 

Minimal characteristics for meeting this standard might include, but would not necessarily be limited to the following: 

• demonstrates scholarship which enhances the program and supports program goals; 

• publishes works in peer reviewed publications; 

• applies for and receives grants; 

• receives regional or national recognition as an expert in their field; 

• receives professional recognition for recent and past contributions, and; 

• edits papers for professional journals. 

PROFESSIONAL OUTREACH AND SERVICE 

The following performance standards are intended to clarify and address the quality issue of evaluation and assessment of performance in service 

ACCEPTABLE: 
All faculty are expected to provide some professional outreach and general service to the department, college, university, state, region and/or the profession. Minimal attainment of this standard might include, but would not necessarily be limited to the following: 

• serves on department, college, or university committees; 

• participates in departmental, college, and university meetings as appropriate; 

• attends/supports university/college/departmental functions; 

• participates in professional organization’s events at local, state, regional, or national level, and; 

• participates in workshops or the discipline or profession. 

EXCELLENCE: 
This standard must be of in terms of exceptional efforts to support department, college, university, state, national, or professional programs. The individual faculty member must demonstrate initiative in committee assignments, assume leadership roles, and provide follow-through in accomplishing the goals of the program/committee/association. 

Attainment of this standard might include, but would not necessarily be limited to the following: 

• establishes consulting relationships with college, university, state or regional organizations; 

• assumes leadership role in departmental, college, university committees or professional organization; 

• conducts workshops, seminars, and content sessions in professional association activities; 

• coordinates or organizes activities within the department, college, university or professional organization; 

• serves as officer of a state, regional, or national professional association, and; 

• serves on review or governing boards of professional associations. 

DEPARTMENT OF KINESIOLOGY 

Guidelines For Promotion and Tenure Recommendations 
I. Introduction
In the summer of 1996, a committee from the Department of Kinesiology met to develop departmental guidelines for promotion and tenure. This document contains the 2004 revision of the criteria that can be used as guidelines in the evaluation of faculty performance for the department. Each guideline reflects a purpose or goal of the department and provides a structure for a fair and consistent evaluation of faculty in the department. Each candidate for promotion and/or tenure will be provided with a current, written copy of these guidelines for the purpose of submitting a portfolio of information pertinent to promotion or the award of tenure. 

II. Mission Statement: Department of Kinesiology. The University of Louisiana at Monroe. 

The Department of Kinesiology has evolved into a dynamic structure which allows students who wish to pursue degrees in kinesiological studies the freedom to choose either options targeted toward teaching, more general human performances studies, or a specialized curriculum developed for those interested in careers in exercise science. 

The primary mission of the department is to prepare future teachers in physical education for certification and employment by school systems. More generally, it is the mission of the department to provide a certified program of study in the liberal arts tradition which is cutting edge in content. This program involves a curriculum in kinesiological studies which will prepare kinesiology majors for career opportunities in any of the three areas listed above. 

The pedagogy emphasis area consists of a program which includes the more traditional courses targeted toward developing the knowledge base and pedagogical skills for students who wish to pursue careers as teachers and coaches in school settings. 

The physical education - general emphasis area allows students the flexibility to design programs which may be of a more general nature, but still have a basic core of physical education courses. 

The exercise science emphasis area emphasizes the scientific and technical aspects of kinesiology. The core curriculum of this program is targeted toward preparing the student for graduate studies in exercise physiology, or careers in the health/fitness and wellness industry, as well as the burgeoning market in cardiac rehabilitation.

III. Performance Standards For Tenure and/or Promotion 

A. Introduction 

In higher education the criteria for tenure and promotion emanate from the sources of teaching effectiveness, scholarly activity, and service (department, university, community). Faculty members applying for tenure and/or promotion have the responsibility of submitting data pertinent to their application. In addition, the candidate needs to indicate the quality and significance of this information for local, state, regional, national, or international applications. 

Tenure and promotion are different in that promotion is centered on achievement based on potential, departmental citizenship and cooperation as these characteristics contribute to their membership in the department. Negative recommendations for either tenure and/or promotion should be accompanied by specific suggestions for improvement. 
B. Performance Standards 

1. 
Teaching Effectiveness 

a. 
Evaluation 

i. 
By department head 

ii. 
Student evaluations 

b. 
Criteria 

i. 
Exhibits professional demean in his/her role 

ii. 
Cares about students as individuals 

iii.
Respects diversity among students 

iv. 
Demonstrates teaching competence in content areas 

v. 
Offers challenging and current material that affords 

students an opportunity to learn the information using a variety of teaching methodology 

vi. 
Integrates new knowledge from research 

vii. 
Reviews and revises program material including 

textbooks, syllabi, and evaluation instruments 

viii. 
Implements the role of advisor effectively by being 

available and offering appropriate and accurate assistance to students 

ix. 
Writes advisee recommendations for scholarship and job placement 

x. 
Stimulates individuals to independent learners 

xi. 
Conceives, inspires, and challenges students to push themselves intellectually and in skill development 

2. 
Scholarly Activity (Note: Teacher preparation faculty adhere to Boyer’s definition of scholarship [see p. D-7]) 

15 points: 
-Book published in area of specialization (Recognized by Publishing Company) 

-Major extramural funding (grant) secured for university 

10 points: 
-Article published (lead author) in nationally or internationally refereed journal 

-Presentation at (lead presenter) national or international conference (presentation must have undergone blind review) 

-Moderate extramural funding (grant) secured for university 

5 points: 
-Article published (lead author) in regional refereed journal 

-Presentation (lead presenter) at regional conference 

-Contributing authorship of article published in national and international journal 

-Contributing authorship of paper presented at national or international conference
-Minor extramural funding (grant) secured for university 

-Create and teach compressed video or web based course 

3 points: 
-Article published (lead author) in state journal 

-Presenting at (lead presenter) state conference 

-Contributing authorship of article published in regional journal. 

-Contributing authorship of paper presented at regional conference 

-Intramural funding (grant) Secured for department 

-Chairmanship professional association committee 

-Creation of non-print scholarly material specific to area of specialization 

-Editorship of newsletter for professional organization 

-Chair section of national or regional professional conference 

-National Editorial Board Reviewer 

-Book reviewer 

-Paid consultant for a local, state, or regional company 

1 point: 
-Article published (lead author) in local journal or newspaper 

-Presentation to local group in area of specialization 

-Contributing authorship of article published in state journal 

-Contributing authorship of paper presented at state conference 

-Workshop presented in area of specialization to local professionals 

-Submitted application for extramural funding 

-Submitted abstract for presentation to professional conference 

-Submitted paper to professional conference 

-Chair section of state professional conference 

-Chairmanship of local or regional professional association committee 

-Participation in a grant project 

*Submitted, but not accepted. If submitted elsewhere, and subsequently accepted, no double credit will be allowed. 

-Scholarly activity is not limited to this material presented here. Candidates seeking promotion and/or tenure are encouraged to present other scholarly activity for the advisory committee to review. 
3. 
Service (Department, University, Community) 

-Serves on department, college, or university committees 

-Participates in departmental, college and university meetings as appropriate 

-Participates in professional organization events at local, state, regional or national level 

-Participates in workshops of the discipline or profession 

-Conduct seminars and workshops for students, faculty, and community groups 

-Assumes leadership role in departmental, college, university committees or professional organization 

-Coordinates or organizes activities within the department college, university or professional organization
C. Minimum Performance Standards for Tenure and/or Promotion 

1. 
Instructor to assistant professor. A faculty member applying for the rank or assistant professor should: 

a. 
Demonstrate teaching effectiveness 

b. 
Gain five (5) points from the area of scholars activity 

c. 
Demonstrate some work in the service area of department, university, and community 

2. 
Assistant professor to associate professor. Faculty member applying for the rank of associate professor should: 

a. 
Demonstrate a significant contribution in the area of teaching effectiveness 

b. 
Gain ten (10) points from the area of scholarly activity 

c. 
Demonstrate additional contributions in the service area of department, university, and community 

3. 
Associate professor to Professor. A faculty member applying for the rank of professor should: 

a. 
Demonstrate a significant contribution for the area of teaching effectiveness 

b. 
Gain twenty (20) points from the area of scholarly activity 

c. 
Demonstrate additional contribution in the service area of department, university, and community
Composition and Function of the Kinesiology Advisory Committee on Tenure and Promotion 
There will be one departmental committee to advise the department chair on matters of tenure and promotion. The committee will be established according to the following guidelines, and be named the advisory committee and will function according to the guidelines described in part of this section. 

A. Composition Guidelines 

1. 
The composition and function of the advisory committee on tenure and promotion will be consistent with university policy on tenure and promotion found in the University of Louisiana at Monroe faculty handbook. 

2. 
Service on this committee is not optional. The advisory committee on tenure and promotion will be elected form all eligible faculty in the department of Kinesiology. Only full-time faculty are eligible to serve on the committee and only tenured assistant professors and above are voting members. Only faculty at or above the rank to which the applicant aspires will consider the applicant for promotion. 

3. 
The election for the departmental tenure and promotion committee will be held in September of the new academic year. Faculty will vote for five persons from a list of eligible faculty provided by the department chair. Members with the five highest votes will serve on the committee for a period of one academic year. The faculty member with the sixth highest vote will serve as an alternate. All eligible faculty have a professional obligation to serve on this committee and cannot be excused from committee service except for the following reasons: 

a) 
A faculty member applying for tenure or promotion may not serve on a committee 

b) 
A faculty member may not serve on a committee if a family member is a candidate for tenure or promotion 

4. 
The committee will elect a chairperson who will conduct the business of the committee and function as a transition member serving to convene the initial committee deliberations the next academic year. (This person will serve two consecutive years on the committee but only the first as chair). The committee chair may not serve two consecutive years as committee chair but may serve additional terms as chair after one academic year has passed. 

5. 
The department chair will make appropriate documentation available to the chair of the advisory committee on tenure and promotion. Copies of letters and vita of the applicant will be made available to all members of the committee who will be considering that applicant. 
Functions of the Kinesiology Committee on Tenure and Promotion 
1. 
Initial committee deliberation will involve: 

a) 
The election of a committee chair who also serves as the transition member for the next academic year 

b) 
The review of the candidate applications, guideline changes (if any) and due dates. 

c) 
The notification of each candidate of procedures, due dates, and any changes in university, college, or departmental guidelines. 

2. 
The advisory committee on tenure and promotion is advisory and serves to assist the department chair in the decision making process. The chair of the advisory committee on tenure and promotion will communicate these written recommendations to the department chair only.
3. 
Votes on each candidate will be taken by secret ballot. However, it should be noted that materials and data presented for tenure and/or promotion, and any records of the committee are considered open records and subject to public scrutiny. 
Procedures for Applying for Tenure and Promotion 
The department chair and the advisory committee on tenure and promotion will follow these procedures to insure a fair, consistent and accurate assessment of each candidate for tenure and promotion. The procedures will be initiated at the fall of each academic year and will not be repeated during that year. 
A. 
Initial Procedures: 

1. 
In September of the academic year, the department chair will send a memorandum to all faculty announcing the procedures and deadlines for submitting applications for promotion and tenure. The chair will request a letter of intent from faculty who desire to become a candidate for tenure and/or promotion. 

2. 
The letters of intent from each candidate will be turned over to the newly elected advisory committee chair at the first meeting of the Advisory committee of Tenure and Promotion. At the same time, the department chair will convey any new information on tenure and promotion that might be pertinent to the review process. 

3. 
After receiving faculty letter of intent, the department chair will counsel and advise all candidates with regard to department, college, and university guidelines, procedures, and due dates. It is appropriate for a faculty member to request assistance with the preparation of a tenure/promotion portfolio. All materials will be completed by the required date and turned over to the department chair. The department chair will secure these records and make them available to the advisory committee for deliberations.
Guidelines for Tenure and Promotion Recommendations 

Department of Psychology 

The University of Louisiana at Monroe 
Approved by the Department of Psychology 

Tenure and Promotion Committee 

September 17, 1996 

I. Introduction 
This document represents the Psychology Department’s policy on tenure and promotion and provides criteria that are useful in the evaluation of faculty performance. Each guideline reflects an objective of the department and provides a structure for a fair and consistent evaluation of faculty in the department. Each candidate for tenure and/or promotion will be provided with a current written copy of these guidelines to assist him/her in preparing an organized file of information pertinent to promotion or to the award of tenure. 
II. Philosophy of the Department 
It is the philosophy of the Psychology Department that our professional activities are directed towards providing quality instruction and preparation to undergraduate and graduate students within and outside the department, promoting the growth of knowledge within the discipline, and providing service to the university, the community, and the nation. This philosophy is reflected in the departmental objectives below. 
III. Departmental Objectives 
Activities of the Psychology Department derive primarily from the following objectives: 

A. 
To instruct and advise students in a manner that demonstrates effective teaching and learning and that maintains or enhances the department’s reputation as representative of a major field of study and as a competent provider of service courses for large numbers of students across the university. 

B. 
To provide and maintain high-quality undergraduate and graduate programs and curricula in order to fulfill requirements leading to degrees offered by the department, college, and university, and to provide professional training at the graduate level which enables graduates to perform competently at the professional level or to compete successfully in doctoral programs throughout the nation. 

C. 
To contribute research to the body of knowledge that supports the field of psychology; to promote growth of knowledge in the discipline; to promote individual development of faculty through involvement in research; and to promote the learning experiences of students through their involvement in research experience. 

D. 
To provide service to the college, university, community, state, and nation both by personal involvement and by producing well-trained professionals who will be employed in those realms. 

E. 
To provide a harmonious learning atmosphere that promotes collegiality, 

cooperation, and loyalty within the department, college, and university. 
IV. Composition of the Tenure and Promotion Committee 
The Tenure and Promotion Committee is composed of all tenured faculty members in the Department of Psychology who hold the rank of associate professor or higher, excluding the department head. Early in the fall semester each year, the Tenure and Promotion Committee will elect a chairperson and a recording secretary. The chairperson will preside at all meetings and also will serve as the department’s representative on the College of Education and Human Development Tenure and Promotion Committee. The recording secretary will record and maintain a written record of all committee meetings. All eligible faculty have a professional obligation to serve on this committee and can be excused from committee service only under the following circumstances: 

A. 
A faculty member cannot serve on the committee during deliberations regarding his/her own promotion. 

B. 
A faculty member cannot serve on the committee during deliberations regarding promotion of a family member. 

C. 
Only faculty members holding the rank of professor can be involved in decisions regarding the promotion of a faculty member to the rank of professor. 
V. Functions of the Tenure and Promotion Committee 
The primary function of the Tenure and Promotion Committee is to make a formal recommendation to the department head regarding a faculty member’s candidacy for tenure and/or promotion. The committee will review and evaluate all materials submitted to the department head by any candidate for tenure and/or promotion. The committee then will vote, by secret ballot, on each candidacy, and chairperson of the committee will report the results of that vote, along with a listing of the candidate’s strengths and/or weaknesses, to the department head. If a faculty member applies for tenure and promotion at the same time, separate votes will be taken, and the results of each vote will be reported. The committee’s vote and its comments will be reported using the College of Education and Human Development Recommendation Form (attached). Committee deliberations are confidential, although the committee should be aware that records of the committee are public records and are subject to scrutiny. 
VI. Criteria for Tenure and Promotion 
A.
 Introduction 

General criteria for promotion and/or tenure are described in the University of Louisiana at Monroe Faculty Handbook. Tenure and promotion decisions within the Department of Psychology are generally consistent with those guidelines for the areas of Teaching, Research, and Service. In addition to those areas, the candidate also must have shown collegiality, departmental citizenship, and cooperation to the extent that these characteristics contribute to his/her membership in the department. The guidelines listed in the Faculty Handbook should be considered minimum standards. Successful candidates typically will exceed those minimums. Candidates should become familiar with those guidelines. 

The candidate is encouraged to keep records of individual accomplishments under each area so that they will be available to support his/her bid for tenure and/or promotion. The candidate should submit evidence that reflects his/her contributions in the areas of teaching, research, and service. It is the responsibility of the candidate to notify the department head of his/her intention to apply for tenure and/or promotion before October 1 of the semester preceding the application, and then to present his/her supporting documentation in a clear, accurate, and well-organized manner to the department head, along with a complete vita and a cover letter applying for tenure and/or promotion, in or before the first week in February. 

The successful candidate for tenure and/or promotion to associate professor must demonstrate accomplishment in all three areas, and significant achievement in at least one area. The successful candidate for promotion to professor must demonstrate significant achievement in all three areas. (The department recognizes the professional requirements, outside of the university, of faculty members who must obtain and/or maintain licensure or certification.) In addition to having accomplishments in the three areas, the candidate also must have demonstrated acceptable departmental citizenship and collegiality. 

For individuals who are eligible for practice as professional psychologists, achievement and maintenance of appropriate licensure and/or certification can be an important component of their service to the department and, thus, an important asset in their bids for tenure and/or promotion. Some individuals are hired specifically for positions in school psychology and clinical psychology: for these individuals, possession of appropriate certification and/or licensure may become a deciding factor in whether they are judged capable of executing the positions for which they were hired. 

B.
 Specific criteria for use by the Tenure and Promotion Committee 

1. 
Teaching (Using student evaluations, department head evaluations, critical incidents known to committee members, and other documentation) 

Does the faculty member 

a. 
Demonstrate a knowledge and awareness of his/her teaching field? 

b. 
Demonstrate skill in organizing materials for instruction? 

c. 
Evaluate students in a fair and honest way? 

d. 
Demonstrate a nurturant and supportive attitude when interacting with students? 

e. 
Present evidence of excellence in teaching, either by good teacher evaluations or by special recognition by outside groups? 

f. 
Show evidence of a serious and responsible attitude toward teaching by meeting class regularly and promptly? 

g. 
Present substantive material in the classroom?
h. 
Offer Honors presentations or other special courses? 

i. 
Present evidence of innovative changes to his/her courses? 

j. 
Maintain appropriate decorum in the classroom? 

k. 
Present evidence of excellence in student performance? 
2. 
Research and other Scholarly Activity 

Does the faculty member 

a. 
Present evidence of published or edited printed materials such as books, book chapters, monographs, research studies, and articles in refereed or nonrefereed journals? (More weight given to refereed journals. (More weight given to Commercial/Academic Press than to Vanity Press or local publication.) 

b. 
Create nonprint materials such as video tapes, films, or computer programs? 

c. 
Present papers or programs at professional meetings? (More weight given to regional, national, and international meetings than to state or local meetings.) 

d. 
Generate and conduct research that promotes growth of knowledge in the discipline? 

e. 
Conduct research that is related to his/her teaching field, and thus enhance his/her teaching? 

f. 
Regularly involve students in research? 

g. 
Secure outside funding for research? (More weight given to external funding than to internal funding.) 

j. 
Present evidence of excellence in research? (For example, receiving “outstanding paper” award at a professional meeting or by receiving “researcher of the year” award for the department, college, or university.) 

k. 
Provide evidence of presenting unfunded research grant proposals to agencies outside the university? 

l. 
Present evidence of sustained productivity in research? 
3. 
Service 

Does the faculty member 

a 
Frequently serve as chairperson and/or committee member on theses? 

b. 
Serve on departmental, college, or university ommittees? 

c. 
Provide leadership or hold office in professional organizations? 

d. 
Serve as chairperson of departmental, college, or university committees? 

e. 
Demonstrate skill in advising and mentoring students at the graduate and undergraduate levels? 

f. 
Provide professional consultant services in the community? 

g. 
Show evidence of obtaining and/or maintaining appropriate licensure/certification (if applicable)? 

h. 
Provide unpaid services to the outside professional community? 

i. 
Serve on voluntary boards or committees outside the profession? 

j. 
Supervise interns or practicum students? 

k. 
Provide other services to the community, state, or nation outside the Psychology profession? 

l. 
Present evidence of outstanding service such as by receiving the “service of the year” award at the department, college, or university level? 

m. 
Serve as “reviewer for national publications such as books or journals? 
4. 
Collegiality and Departmental Citizenship 

Does the faculty member 

a. 
Interact with his/her peers in a friendly and cordial manner? 

b. 
Cooperate with other faculty members, including being respectful of opposing views?
c. 
Show evidence of loyalty to the department and acceptance of the decisions of the department? 

d. 
Voluntarily accept unusual or extra responsibilities? 

e. 
Show leadership in advancing the goals of the department? 

f. 
Engage in collaborative activities with students, and/or other members of the department, college, or university? 
In general, the same criteria will be used in making recommendations for tenure as are used in making recommendations for promotion. Recommendations for tenure are based on predictions of continued contributions by an individual. Demonstration of effectiveness in the four categories is assumed to be the most reliable predictor of continued contributions. Recommendations for promotion recognize actual achievement in those areas. Candidates for promotion will be evaluated in terms of their accomplishments since their last promotion. The criteria will be applied more stringently with each successive higher rank. Successful candidates for either tenure or promotion will have multiple entries in each of the four categories, but will not necessarily meet each individual criterion. 
VII. What happens after the Committee’s recommendation? 
Decisions of the departmental committee will be communicated in writing to the department head. The department head will add his/her recommendation and forward relevant materials, including the report form submitted by the Tenure and Promotion Committee, to the Dean of the College of Education and Human Development. The application then will be reviewed and discussed by the College of Education and Human Development Tenure and Promotion Committee, a vote will be taken, and a recommendation to the Dean of the College will be made in writing. (It should be noted that the Psychology Department representative to the college committee will take part in all deliberations but will not vote on the applications of candidates from the Psychology Department.) At this point, the Dean will add his/her own recommendation and pass all materials, including all previous recommendations, to the Provost and Vice-President for Academic Affairs for his/her decision. If that decision is in favor of tenure and/or promotion, he decision then must be approved by the president of the university and, finally, by the Board of Trustees for State Colleges and Universities. Final action usually is announced in June. 
VIII. Deadlines 
Deadline for submitting letter to department head indicating intention to apply for tenure and/or promotion: October 1st. 
Deadline for submitting letter to department head applying for tenure and/or promotion, along with complete vita and supporting documentation: First week in February.
The University of Louisiana at Monroe 

College of Education and Human Development 

Recommendation Form 

Name: ______________________________ Department: ____________________________ 

Current Rank:________________________ Years at ULM:___________________________ 

Highest Degree Earned:________________ Total Years Experience: ___________________ 

Check One: 

Application for Promotion:______________ Tenure:________________________________ 

Recommendation History: Positive: ___________Negative: ____________ Date: _________ 

Departmental Committee: __________ __________ __________ 

Vote: (            ) 

Comments: 

Departmental Committee Chair: ____________________________Date:________________
Appendix F 
Merit Raises for Faculty 

F1…Curriculum and Instruction

F2…Educational Leadership and

Counseling

F3…Kinesiology

F4…Psychology
Criteria, Instruments and Procedures for Determination
of Merit Raises for Faculty 
Merit increases are intended to reward outstanding individual performance and are, therefore, not universal. They are different from “across-the-board” increases, adjustments to meet market conditions, adjustments to achieve internal equity, and other adjustments. 
The determination of whether a faculty member’s service during a given academic year can be judged meritorious depends to some degree on certain quantifiable factors, including scholarly activity, professional service, professional development, research and publications. Also important in determining merit are many other intangible qualitative factors which cannot be measured quantitatively. These include, but are not limited to, intellectual curiosity, creativity, teaching ability and effectiveness, enthusiasm, attitude, rapport with students and colleagues, and the ability to motivate. Comprehensive professional evaluations of faculty must be made by the respective department head, utilizing subjective as well as objective professional judgments. 
1. 
Criteria Used in Evaluating the Faculty Merit Increases: 
Same as “Group II Criteria Relating to Faculty Rank.” Faculty members should have input into the determination of objectives for their departments, schools, or colleges, as appropriate, and for the application of criteria within these respective units, subject to approval by the administration. 
2. 
Instruments Used in Evaluating Faculty for Merit Increases: 
a. 
Faculty performance evaluation form completed by department head or director. 

b. 
Teacher evaluation form (completed by students). 

c. 
Various other statements of performance criteria as established in department faculty meetings and memoranda. 
3. Procedures Used in Evaluating Faculty for Merit Increases: 
a. 
The department head or director evaluates and discusses with each faculty member his/her performance during the year. At the appropriate time, the department head makes salary recommendations to the academic dean. 

b. 
The dean reviews recommendations with department head and/or directors from the college perspective, and makes recommendations to the Provost and Vice President for Academic Affairs. 

c. 
The Provost and Vice President and President review these recommendations from the University perspective.
Curriculum and Instruction 

Appendix F-1 

Faculty Evaluation Relative to Merit Raises
Curriculum and Instruction Faculty Evaluation & Merit Instrument 
(Derived from Tenure and Promotion Policies) 
I. 
Teaching/Advising 
Average student evaluation 




2 x _____ 
_____ 

Provides current syllabi in approved format 


2 max 

_____
Available for advising 





2 max 

_____ 

Writes advisee recommendation letters 



1 max 

_____ 

Attends faculty development opportunities 


2 max 

_____ 

Contributes to program development and revision 

1 max 

_____ 

Holds membership on masters 




1 x _____ 
_____ 

Member - masters thesis 




1 x _____ 
_____ 

Member - specialist 





2 x _____ 
_____ 

Member - doctoral 





3 x _____ 
_____ 

Directs specialist thesis 





2 x _____ 
_____ 

Directs doctoral dissertation 




4 x _____ 
_____ 

Supervised directed study 




1 x _____ 
_____ 

II. Professional Service 
University 

Committee 






2 x _____ 
_____ 

Chair committee 





3 x _____ 
_____ 

College
Committee 






2 x _____
_____ 

Chair committee 





3 x _____ 
_____ 

Department 

Committee 






2 x _____ 
_____ 

Chair committee 





3 x _____ 
_____ 

Other university, college, or departmental service 


2 x _____ 
_____ 

Professional Organizations (Officer) 

Local 







2 x _____ 
_____ 

State 







3 x _____ 
_____ 

Regional 






4 x _____ 
_____ 

National 






5 x _____ 
_____ 

International 






6 x _____ 
_____ 

Professional Organizations (Chair committee) 

Local 







1 x _____ 
_____ 

State 







2 x _____ 
_____ 

Regional 






3 x _____ 
_____ 

National 






4 x _____ 
_____ 

International 






5 x _____ 
_____ 

Consultant on state task force 





2 x _____ 
_____ 

Consultant on national task force 




3 x _____ 
_____ 

Professional service activities 





5 max 

_____ 

Provides technical assistance on-site at schools 



5 max 

_____
III. Scholarly Activity 
Book 








15 x _____ 
_____ 

blind review 






+5 x _____ 
_____ 

lead author 






+5 x _____ 
_____ 

Book chapter 







10 x _____ 
_____ 

Book review in national journal 





5 x _____ 
_____ 

Nat/International article 





10 x _____ 
_____ 

refereed 






+5 x _____ 
_____ 

lead author 






+5 x _____ 
_____ 

Regional Article 






5 x _____ 
_____ 

refereed 






+2 x _____ 
_____ 

lead author 






+3 x _____ 
_____ 

State Article 







5 x _____ 
_____ 

refereed 






+1 x _____ 
_____ 

lead author 






+2 x _____ 
_____ 

Local newspaper or journal 





1 x _____ 
_____ 

Published national proceedings 





1 x _____ 
_____ 

Presentations 

Nat/International 





10 x _____ 
_____ 

Regional 






5 x _____ 
_____ 

State 







3 x _____ 
_____ 

Local 







1 x _____ 
_____ 

Formal Inservice 





1 x _____ 
_____ 

Submissions 

Presentation proposal 





1 x _____ 
_____ 

Journal article 






1 x _____ 
_____ 

Grants 

Major funded (>$50,000) 




15 x _____ 
_____ 

Moderate funded ($50,000 - $25,000) 



10 x _____ 
_____ 

Minor Funded (<25,000) 




15 x _____ 
_____ 

Investigator/director, major 




10 x _____ 
_____ 

Investigator/director, moderate 




5 x _____ 
_____ 

Investigator/director, minor 




3 x _____ 
_____ 

Unfunded proposal 





1 x _____ 
_____ 

Editorship 

National/international newsletter 



10 x _____ 
_____ 

National/international journal 




5 x _____ 
_____ 

State/regional newsletter 




5 x _____ 
_____ 

State/regional journal 





3 x _____ 
_____
Local newsletter 





3 x _____ 
_____ 

Professional resource compilation 




5 x _____ 
_____ 

Non-print scholarly material (video, slide, etc.) 



3 x _____ 
_____ 

Manuscript reviewer for national book 




3 x _____ 
_____ 

IV. Qualitative Ranking 





10 points max 
_____ 

Educational Leadership and Counseling 
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Faculty Evaluation Relative to Merit Raises
Scale for Merit Pay Distribution in the 
Educational Leadership and Counseling Department 
Merit raises will be recommended according to the following general guidelines. Consideration will be given to both the quantitative and qualitative rating of each faculty member. 
FACTOR #1. Quantitative Rating of Faculty 
A. Teaching (Normal maximum, 35 points, however may go as high as 40 points in unusual circumstances.) 
Average rating scores across all classes taught by the individual and across all core items (5 University, 5 College, and 5 Departmental) are multiplied times 7. 
Extra points may be given for: 

Practica and Internship Supervision (labor intensive courses) 

Large number of advisees 

Large numbers of Directed Studies 

Chairing Thesis or Dissertation Committees 

Teaching over-subscribed sections 
B. Research / Scholarly Activity (Normal maximum, 30 points however may go as high as 40 points in unusual circumstances.) 
Papers presented (refereed only): 

Statewide or comparable 

2 points 

Major Regional 


3 points 

National /international 


4 points 
Grants: 

Internal Funding 


4 points (maximum) 

External Funding 


8 points (maximum) 
Journal Publications: 

Non-refereed (state/regional) 

3 points 

Refereed (state/regional) 

5 points 

Non-refereed (national) 


4 points 

Refereed (national) 


10 points 
Book Chapters: 




8 points 
Books: 

Vanity Press 



10 points (maximum) 

Commercial / Academic Press 

30 points 
C. 
Service (Normal maximum of 25 points) 

Departmental 

Committees 



2 points 

Extra Duties Assigned or Voluntary
(No released time activities) 

7 points (maximum) 
College 

Committees 



2 points 

Extra Duties 



Assigned or Voluntary 

(No released time activities) 

5 points (maximum) 
University 

Committees 



3 points 

Extra Duties 



Assigned or Voluntary 

(No released time activities) 

6 points (maximum) 
Community 




6 points (maximum) 
Professional Association (offices held) 

8 points (maximum) 

State 




3 points 

Regional 



5 points 

National 



7 points 
FACTOR #2. Qualitative Rating 
Collegiality and Foundational Support 


10 points (maximum) 

The department head will evaluate the individual’s cooperation with other faculty members, collaborative efforts on projects, commitment to the Department and respective program [availability (in office or on campus) for advisees and colleagues, attitude, etc.], professional demeanor, general collegiality, activity “above and beyond” what is minimally expected of all faculty, and taking advantage of professional development opportunities.
Kinesiology 
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Faculty Evaluation relative to Merit Raises
Faculty Evaluation Relative to Merit Raises 

Kinesiology Department
	Faculty 


	Dept. Head 

Evaluation 

( 8 ) 


	Teaching Performance 

( 7 ) 


	Research, Publications, 

& Grants 

( 7 ) 


	Professional 

Growth 

( 5 ) 


	Community 

Service 

( 3 ) 


	Total 

Points 

(30 possible) 



	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Office hours 

Advising 

Responsible 

Obj. of Dept 

Co-operation 

Extra Respon. 

Faculty Meeting 

Univeristy Comm. 


	Student Eval. 

Eval. 

Effectiveness 

Discussion 

Student Part. 

Preparation 

Professionalism 

Dress 

Attitude 

Innovative 

Teaching 

Tech 


	Research 

Publication 

New Ideas 

Research as a 

Teaching Tool 

Grants 


	New 

Certification 

Professional 

Org. 

National Level 

State Level 

Local Level 

Offices Held 

Presentations 


	Workshops 

Clinics 

Camps 

Civic Org. 

Offices held in 

Civic Org. 


	


Psychology 
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Faculty Evaluation Relative to Merit Raises
Faculty Evaluation Relative To Merit Raises 
Psychology Department 
Merit raises are recommended according to the following general guidelines. Consideration is given to the faculty members current rating for the most recent evaluated academic year plus an average of past evaluations. 
Quantitative Rating of Faculty 

1. 
Teaching : Normal maximum, 30 points 

The numerical value is determined by multiplying the average student evaluation score by 6. In order to balance ratings influenced by non-teaching variables, points are added or subtracted for percentage of class A&B grades above or below department average. Those teaching extremely difficult or unpopular but necessary courses also may have points added to their total. Critical incidents known at first hand by the department head can alter the teaching score by as much as 5 points, plus or minus. 
2. 
Research: Normal maximum, 30 points; may go as high as 45 points in unusual circumstances. 

Awards are made as outlined

Papers presented 
• Statewide or comparable, 2 points 
• Major Regional, 5 points 
• National/International, 7 points* 

Grants 
• Internal funding, 6 points 
• External funding, 15 to 30 points* 

Journal Publications: 



• Non-refereed, 5 points 


• Refereed, 15 points* 
Book Chapters: 15 points* 
Books: 


• Commercial/Academic Press, 20 to 45 points, usually 30 points 


• Vanity Press, Local Publication of Lab Books, 5 to 10 points 

*Certain awards may be as much as doubled in consideration of the organ of publication, the years of work required in data collection, and comparable factors. Additionally, where a paper is published as “ Proceedings of the Convention” without independent review by services such as ERJC, an additional award of 2 points is made. 
3. 
Service: Normal Maximum, 30 points 

Normal Maximum awards are as follows: 

• Thesis supervision and committee work, 10 points 

• Student Advisement, 5 points 

• Department, College, University Committees, 5 points 

• Service to the general community, 5 points 

• Extra service, such as supervising of interns and practica, 5 points 
4. 
Collegiality and Foundation Support: Maximum, 15 points 

The department head will evaluate friendliness, professional courtesy, cooperation, voluntary acceptance of unusual or extra responsibilities, unusual leadership, participation in university events, loyalty to department.
FACULTY EVALUATION RELATIVE TO MERIT RAISES 

NAME: ___________________________________________________________________________
I. Teaching: (30) Evaluations x 6= 





____________ 

II. Research:(30/45) 







____________ 

Papers presented. 

Statewide.(2) 

Major Regional.(5) 

National/International.(7) 
Grants. 

Internal. (6) 

External.(15/30) 
Journal Publications. 

Non-refereed.(5) 

Refereed.(15) 
Book Chapters. (15) 
Books. 

Vanity Press(5/10) 

Commercial/Academic(30) 

III. Service:(30) 







____________ 

Theses.(10) 

Advisement.(5) 

Department, College, University Committees.(5) 

Community.(5) 

Interns/Practica(5) 

IV. Collegiality and Foundation Support (15) 




____________ 

TOTAL 
____________ 

Max 120 

Appendix G 
Faculty Mentoring
Faculty Mentoring 
Faculty members with less than three years’ experience at the University of Louisiana at Monroe are expected to participate in university-wide as unit orientation activities. They are also expected to meet with their assigned faculty mentors to confer formally at least monthly and informally on a regular basis. Faculty mentors are expected to provide guidance on matters pertaining to student advisement, programs, interactive teaching and learning, evaluation of students, faculty, and the professional community, resources, expectations, documentation, professional productivity, protocol and various issues and procedures directed toward enhancing teaching, scholarship and service. 
Faculty mentors also provide guidance on matters pertaining to promotion and tenure. Tenure-track faculty members who seek tenure and/or promotion are advised to consult their mentors about procedures, expectations, professional activities, and preparation of their folios at least one year prior to their application for consideration. 
Faculty Mentoring Program 
• Description 
• Goals of the Mentoring Program 
• Suggested Mentoring Activities 
• Matching Mentors 
• Duration of the Mentoring Process 
• Roles and Responsibilities 
Description 
This is a program through which experienced faculty at the University of Louisiana at Monroe (ULM) knowledgeable about the campus and academic life are matched with new faculty to orient them to ULM and the College of Education and Human Development (CEHD), inform them about campus support services, and assist them in the early stages of their academic careers at ULM. The broader mentoring program is intended to enhance the daily mentoring at the departmental and college level. 

Goals of the Mentoring Program 
Help new faculty members to: 
• Learn about ULM, its facilities, and support resources. 

• Adjust to the new environment and become active members of the university. 

• Address questions, concerns, and special needs in a confidential manner. 

• Gain insight about teaching and career development from a senior faculty member. 

• Network with other faculty and develop a personal support system within ULM. 

Encourage senior faculty to: 
• Share their knowledge and experience with new faculty and gain professional satisfaction. 

• Assist new faculty to quickly adjust to the campus and address their special needs, concerns and questions. 

• Help shape the careers on new colleagues and enjoy opportunities for self-renewal. 

• Provide a valuable service to the university by promoting collegiality through mentoring. 

• Contribute to the overall improvement of scholarship at ULM. 

Suggested Mentoring Activities 
Mentors and those being mentored are encouraged to meet at least once a month and to keep in touch through phone or e-mail. Suggested activities: 

• Discuss short term and long term career goals and professional interests. 

• Attend the programs offered by the Teaching and Learning Resource Center and other campus learning activities. 

· Share information on academic and student support services on campus. 

· Discuss effective instructional techniques, course development and curricular issues. 

• Explore research and sponsored funding opportunities and writing for publication. 

• Discuss academic policies and guidelines, and university governance structure. 

• Attend campus events such as athletic events, theater productions, and cultural programs. 

• Share information on instructional resources and websites useful to new faculty. 

• Discuss student issues such as advising, motivating and handling academic dishonesty. 

• Share experiences on managing time, handling stress, and balancing workload effectively. 

• Discuss preparing for tenure and promotion and career advancement. 

• Explore professional development opportunities available to new faculty. 

• Address special needs, and help in troubleshooting difficult situations. 

Matching Mentors with New Faculty 
Mentors are usually identified through personal contacts, recommendations of the dean, chairs and colleagues. Mentors from outside the department or college such as professors from subject area departments may also be involved in the mentoring process. 

Research on successful mentoring suggests mentors be assigned of the same gender as the one being mentored. However, mentors of a particular gender, race, ethnicity or background can be requested for multicultural development or other professional development reasons. 

Duration of the Mentoring Process 
No set duration is required for the mentoring relationship. It is recommended that mentors and new faculty interact frequently during the first academic year. At the end of the year they can decide whether or not to continue the mentoring relationship at the same pace, or on an as needed basis, or conclude it if individual goals have been met. Both parties are encouraged to provide feedback on the progress of their relationships in order to improve the mentoring process in the future. 

Roles and Responsibilities of Mentors 
Mentors can take various roles such as coach, friend, champion, advocate, career guide, role model, instructional resource, or confident depending on the needs of the new faculty members and the relationship of their mentoring relationship. 

Mentors are responsible for: 
• Taking the initiative for contacting their assigned faculty member and staying in touch. 

• Devoting time to the relationship and be available when requested. 

• Assisting with questions, needs or concerns. 

• Sharing knowledge and experience to benefit the new faculty member and following up on their progress at ULM. 

• Maintaining confidentiality of the information shared. 

Roles and Responsibilities of those Being Mentored 
Faculty being mentored can take on roles such as friend, protégé, new colleague, or faculty depending on their needs, academic experience, and the nature of their mentoring relationship. 

Faculty members being mentored are responsible for: 
• Devoting time to the mentoring relationship and interacting often with the mentor. 

• Making use of opportunities provided by the mentor. 

• Keeping the mentor informed of academic progress, difficulties and concerns. 

• Exchanging ideas and experiences with the mentor. 

• Seeking help and support when needed. 

Mentors and the ones being mentored share responsibility for gaining each other’s trust and confidence, interacting in a collegial manner so as to value each other’s time and professional and personal commitments, and engaging in activities that support the mission of ULM. 

COLLEGE OF EDUCATION AND HUMAN DEVELOPMENT 
Mentoring and Professional Development for Graduate Teaching Assistants 
Effective January 1, 2005, the College of Education and Human Development will again involve Graduate Teaching Assistants in a triad of professional development, orientation and mentoring experiences: 
1. 
Professional Development Seminar The Office of Graduate Studies and Research sponsors a university-wide professional development seminar for all graduate assistants at the beginning of each school year. The full-day seminar explains the policies and procedures contained therein, and introduces key personnel and available services. Presentations also include especially relevant topics, such as recommendations for conducting graduate research. 

2. 
Department Orientation At the beginning of the semester, each department head meets with Graduate Teaching Assistants to discuss department-specific policies and procedures, to address questions arising from the university-wide seminar, and to describe the Mentorship Program for Graduate Teaching Assistants. 

3. 
Mentorship Program Graduate assistants who are responsible for assisting in the teaching process are assigned a faculty mentor at the beginning of the semester. The Mentorship Program includes a minimum of four structured meetings between faculty mentor and assistant to address designated topics (see Mentorship Record next page) as well as the faculty mentor’s systematic observation of the assistant engaged in teaching activities and an evaluation conference to critique teaching and learning and recommend future improvements. Additional conferences are scheduled as needed. A record of the mentoring activities is maintained in appropriate offices: Department Head, Assistant Dean, and Dean of the College of Education and Human Development. 

COLLEGE OF EDUCATION AND HUMAN DEVELOPMENT 
Record of Mentorship for Graduate Teaching Assistants 
Name of TA _______________________________ Department_______________________ 

Faculty Mentor _____________________________ Semester ________________________
First Meeting Date  ____________________
________________ Explanation/clarification of departmental, college, and university requirements regarding syllabus policy, course content, instructional strategies, testing, grading, attendance, confidentiality, office hours, counseling, cheating, plagiarism, discipline, other relevant matters. 
Comments: 

Second Meeting Date  __________________
______________ Assessment of any problems encountered and determination of possible

solutions. 
Comments: 

Classroom Visit Date ____________________
_______________ Observation of teaching activities for entire activity or lesson (near middle of semester but prior to mid-term) and follow-up conference with mentor and TA. 
Comments: 
Third Meeting Date _____________________
_______________ Discussion of any problems, test preparation, student evaluations, finalization of class rosters, automatic W’s, resignations, and other relevant matters. 
Comments: 

Fourth Meeting Date ____________________
_______________ Review of final examination schedules and procedures, preparation and submission of final grades, end of semester activities, and other relevant matters. 
Comments: 
Evaluation Conference ___________________
_______________ Semester evaluation of teaching and learning with recommendations for future improvements (please attach). 
Comments: 

__________________________________________________________________________

(Graduate Teaching Assistant) 



(Date) 
__________________________________________________________________________
(Faculty Mentor) 




(Date)
Appendix H 
CEHD Diversity Plan and Initiatives
DIVERSITY PLAN AND INITIATIVES 
COLLEGE OF EDUCATION AND HUMAN DEVELOPMENT 
THE UNIVERSITY OF LOUISIANA, MONROE 
We learn from those whose experiences, beliefs, and perspectives are different from our own; and these lessons can best be taught in a richly diverse intellectual and social environment. The College of Education and Human Development (CEHD) at the University of Louisiana at Monroe, (the Unit) values diversity and is committed to building, maintaining, and expanding a diverse, highly qualified faculty and student body. The Unit recognizes that academic programs must advance knowledge and understanding of the challenging issues associated with diversity. It further recognizes that the development of programs that fully welcome and enhance the impact of differences depend on the ability of each individual, both faculty and students, to respect the diversity of others. In its efforts to respond to these challenges, the Unit will pursue the following initiatives. 
1. 
CEHD Diversity Committee: Maintain and support the activities of a CEHD Diversity Committee. This Committee will develop policies, procedures, and practices that are congruent with, compliment, and support those of the University Diversity Committee. The Committee will meet at least 3 times each academic year and will be composed of 5-7 faculty members who are representative of different diverse groups. The Committee will make an annual assessment of the Unit’s progress toward the accomplishment of goals related to diversity, advise the Unit of progress, and when appropriate, make recommendations. 

2. 
Liaison with University Diversity Committee: Maintain a liaison with the University Diversity Committee through a faculty member who serves a dual membership on the CEHD Diversity Committee as well as the University Diversity Committee. 

3. 
Diversity topics in courses: Include diversity topics in all teacher education courses (and include on each syllabus). 

4. 
Recruitment of faculty: Make concerted efforts to enhance the quality and range of faculty expertise by recruiting and hiring under-represented, non-traditional, and culturally diverse faculty members. All other qualifications being equal, such candidates will be given preference in hiring. (Unit administration) These efforts shall include but are not be limited to the following: 

• 
Advertise available positions in the Chronicle of Higher Education, Black Issues in Higher Education, other appropriate periodicals, and on the University CEHD webpage. 

• 
Configure faculty search committees, when possible, to include under-represented, non-traditional, and culturally diverse members. 

• 
Comply with the University’s Affirmative Action and Equal Opportunity policies and procedures. 
5. 
Candidate recruitment: Participate in student recruitment activities, giving special consideration to under-represented, non-traditional, and culturally diverse populations. Assess the effectiveness of such activities on a yearly basis. (Unit administrators and faculty) 

Appendix I 
Graduate Faculty Criteria/Appointment 

College of Education and Human Development 
Checksheet of Criteria for Initial Membership on the Graduate Faculty 
Name of Graduate Faculty Member: ____________________________________________

1. Terminal Degree What is the graduate faculty member’s terminal degree in a professional area appropriate for assigned responsibilities? 
A. Terminal Degree 

Institution 
Year 

Specialty 
_____________________       ___________    _________      _____________
B. Assigned graduate specialty responsibilities for which degree is appropriate? 
___________________________________________________________________________

2. Teaching, Service, & Other Academic and Professional Responsibilities Has the graduate faculty member fulfilled or does the faculty member show strong evidence of the potential to fulfill the teaching, academic and professional service, and other responsibilities related to specialization area of a member of the Graduate Faculty, as evidenced by the vita? 
3. Scholarly Activity Has the graduate faculty member shown or does the faculty member show compelling evidence of the potential to demonstrate sufficient scholarly activity, including graduate committees (major advisor, committee member), as evidenced by the vita? 
[Please attach highlighted 2-page vita] 
Recommendation 
Based on the criteria for continued graduate faculty membership, the College of Education and Human Development recommends the following graduate faculty status for the above-named faculty member: 

____ Appointment as a Full Member of the Graduate Faculty. 

____ Appointment as an Associate Member of the Graduate Faculty. 

____ No appointment to the Graduate Faculty. 

________________________________________________________________________

Department Head 




Date 
_________________________________________________________________________
CEHD Dean 





Date 

________________________________________________________________________

CEHD Graduate Coordinator 



Date
College of Education and Human Development 
Checksheet of Criteria for Initial Membership on the Graduate Faculty 
Name of Graduate Faculty Member: 
1.Terminal Degree What is the graduate faculty member’s terminal degree in a professional area appropriate for assigned responsibilities? 
A. Terminal Degree 

Institution 
Year 

Specialty 
_______________________   _____________ ___________ ______________________
B. Assigned graduate specialty responsibilities for which degree is appropriate? 

__________________________________________________________________________

2. Teaching, Service, & Other Academic and Professional Responsibilities Has the graduate faculty member fulfilled or does the faculty member show strong evidence of the potential to fulfill the teaching, academic and professional service, and other responsibilities related to specialization area of a member of the Graduate Faculty, as evidenced by the vita? 

3. Scholarly Activity Has the graduate faculty member shown or does the faculty member show compelling evidence of the potential to demonstrate sufficient scholarly activity, including graduate committees (major advisor, committee member), as evidenced by the vita? 

[Please attach highlighted 2-page vita] 
Recommendation 
Based on the criteria for continued graduate faculty membership, the College of Education and Human Development recommends the following graduate faculty status for the above-named faculty member: 
_____ Appointment as a Full Member of the Graduate Faculty. 
_____ Appointment as an Associate Member of the Graduate Faculty. 
_____ No appointment to the Graduate Faculty. 

_________________________________________________________________________

Department Head 




Date 
_________________________________________________________________________
CEHD Dean 





Date 
_________________________________________________________________________

CEHD Graduate Coordinator 



Date
Criteria for Membership on Graduate Faculty 
Full Membership 
1. 
Education 
Holds terminal degree in appropriate area of specialization or demonstrates exceptional expertise. 
2. 
Teaching 
Demonstrates advanced teaching knowledge and skills as rated by students and department head. 
3.
 Scholarship 
Demonstrates scholarly activity in at least one of the following categories during the past 5 years: 
A. 
Author of article in refereed journal or textbook 

B. 
Presenter at refereed professional conference 

C.
 Writer of grants, whether funded or not. 

D.
 Participation in workshops related to one of the unit’s disciplines 

E. 
Chair of thesis or dissertation committee 

F. 
Developer of new graduate course 

G.
 Writer of accreditation reports 

H. 
Developer of scholarly special project 

4. 
Service & Other Professional Activities 
Demonstrates at least two of the following during the past 5 years: 
A. 
Active participation in professional organizations as officer, board member, committee member; session chair at conference; or active member 

B. 
Member of university, college, school, or agency committee 

C. 
Member of state or national professional committee 

D. 
Presenter of workshops to school and community agencies 

E. 
Member of thesis or dissertation committee 

F. 
Member of accreditation committee 
Associate Membership 
1. 
Education 
Holds terminal degree in appropriate area of specialization or demonstrates exceptional expertise 
2. 
Teaching 
Demonstrates advanced teaching knowledge and skills. 
3. 
Scholarship: 
Demonstrates scholarly activity in at least one of the following categories during the past 5 years: 
A. 
Author of article in refereed journal or textbook 

B.
 Presenter at professional conference 

C. 
Writer of grants, whether funded or not. 

D.
 Participation in workshops (either as audience or presenter) related to one of the unit’s disciplines 

E. 
Chair of thesis or dissertation committee 

F. 
Developer of new graduate course 

G. 
Writer of accreditation reports 

H. 
Developer of scholarly special project 

4. 
Service & Other Professional Activities 
Demonstrates at least one of the following during the past 5 years: 
A. 
Active participation in professional organizations as officer, board member, committee member; session chair at conference; or active member 

B. 
Member of university, college, school, or agency committee 

C. 
Member of state or national professional committee 

D. 
Presenter of workshops to school and community agencies 

E. 
Member of thesis or dissertation committee 

F. 
Member of accreditation committee
________________________________________________________________________________________________________

College of Education and Human Development

University of Louisiana at Monroe

______________________________________________________________________________________________________________

College of Education and Human Development

University of Louisiana at Monroe


