BGI/DIG Documents on Internal Governance of CAS

The information below is designed to be of assistance to the departments of instruction of the College of Arts and Sciences of Simmons College, consistent with the Faculty Policy Manual.  

Sections I and II were approved by the CAS faculty on March 5, 2003.  Section III was approved on December 3, 2003 ,and  Sections IV-VIII on May 16, 2003.
I. The Faculty of CAS

A. General Organization and Responsibility 

 For general faculty responsibilities, see the Faculty Policy Manual Section 1.6A.

1.   Academic Year

2.   Workload
B.  Composition of the Voting Faculty: Addendum to Faculty Policy Manual 1.5C.2
In addition to the President and the Dean of the College of Arts and Sciences
, voting members of the faculty shall be defined as members of the teaching faculty who have at least a half-time proportional appointment
.  The Director of Libraries shall also be a voting member of the faculty.  The Dean of the College of Arts and Sciences shall provide an updated list of such voting faculty at the beginning of each academic year.

C.
Meetings of the CAS Faculty 

Prior to the beginning of each academic year, the Chair of Faculty Council will communicate the dates of all of the regularly scheduled meetings to the CAS faculty.  Regular meetings of the CAS Faculty are held from 3:30 to 5:30 p.m., on the first Wednesday of each semester; thereafter on the first Wednesday of each month while the College is in session; on the day classes start for the spring semester; and in the morning two days prior to Commencement.  The Chair of Faculty Council and the Dean of CAS may with due notice postpone a meeting to any fixed date or, in the event that no agenda has been presented, may cancel a regular meeting. The Chair of Faculty Council or the Dean of CAS may call special meetings at any time.

The Chair of Faculty Council presides at all faculty meetings.  If the Chair cannot be present at a faculty meeting, he or she will designate a member of Faculty Council to chair the meeting.  All members of the instructional staff and all officers of administration are entitled to be present at meetings of the faculty, but only members of the faculty, as defined above, are entitled to vote. 

In addition to regular voting members of the faculty, senior administrators, three members of the Student Government Association, a representative of the Simmons College student news publication, other CAS administrative officers and staff, and all part-time faculty shall be welcomed and encouraged to attend and participate in all meetings of the faculty unless specific action is taken by the voting faculty to limit attendance at the meetings. By a majority vote the faculty may decide to go into executive session.  Only the voting members of the faculty may be present in executive session.  Students and other guests may be invited to attend regular faculty meetings by vote of the faculty.
D.  Conduct of Regular Faculty Meetings

1. 1.   Agenda and Minutes

2. The agenda for each regularly scheduled meeting of the faculty will be prepared jointly by the Chair of Faculty Council and the Dean of CAS.  Whenever possible, the agenda for the meeting will be distributed at least five week days before the meeting.

3. The minutes of the previous meeting must be approved by the faculty as the first item of business
.  The second order of business will normally be degree candidate approval.  These are followed by a report from the Faculty Council, the Dean’s report, Committee reports and other reports, announcements, and new business.

2.   The “Castle-Steiger” rule 

a. Faculty meetings are governed by the “Castle-Steiger” rule, a procedure adopted by the faculty to regularize the introduction of new business.  Before any proposal involving changes in policy may come to the faculty for vote the following steps must be taken. These steps, however, may be waived by a two-thirds majority of faculty voting at a duly called meeting.

i.  The motion must be presented to two consecutive meetings.  At the first of these meetings, the motion will be moved, discussed, and then placed on the table for action at the next meeting.  (No vote may be taken at the first meeting).  At the second meeting, the motion will come off the table automatically and be placed near the top of the agenda.  The faculty will then take whatever action is judged to be appropriate by the majority present and voting. The motion must be circulated in writing to the faculty no later than five teaching days before both its first and second presentation.  If no changes occur after the first meeting, the motion need not be re-circulated before the second meeting.  

ii. Open meetings to discuss proposals to be presented to the faculty for vote must be held at least two weeks (10 teaching days) prior to the meeting at which the vote is to be taken.  The intent of this provision is to insure that any changes arising out of the open meetings can be incorporated into the motion that is distributed to the faculty not later than five week days before a vote is taken. 

If a motion made without notice is deemed by the Parliamentarian to involve a change of policy, and the “Castle-Steiger” rule is not waived by a two-thirds majority vote, no vote may be called, the debate shall be limited to ten minutes, and the debate shall be confined to explorations and answers to questions.  To be acted on at subsequent faculty meetings, a motion must satisfy the above provisions of the “Castle-Steiger” rule unless any of them is waived by a two-thirds majority of faculty voting at a duly called meeting. 

3.
The following rules govern conduct during a regular Faculty meeting.

a. Recommendations or proposals from the standing committees of the College carry the force of motions to the faculty and do not require a second.  They may be discussed, amended, passed, or voted down immediately after presentation.

b. Amendments, when duly moved and seconded, must be voted on before the vote on the main motion. 

c. Ordinarily, only one amendment at a time may be considered to an original motion, but in rare cases an amendment may be made to an amendment.  Such procedure tends to be confusing and should be avoided.  The Chair should state the amended resolution before it is put to a vote. 

d. A substitute motion is used when a significant change in the original motion is deemed necessary.  If a person opposes the principle advanced by a particular motion it is his or her responsibility to advance arguments against it and to convince the assembly to vote it down, not to confuse issues by such parliamentary maneuvers as amendments and substitute motions.  It is the responsibility of the Chair to keep these issues clear.  A substitute motion is out of order while amendments are pending.  A substitute motion is voted on before the original motion. 

e. Moving the previous question is a motion to close debate.  Rules of order are designed to provide every opportunity for reasonable discussion.  Therefore, a proposal to move the previous question must be seconded and passed by a two-thirds majority of those faculty present and voting.  If the motion passes there may be no further debate until the original resolution is voted upon.  A proposal to move the previous question is not debatable.  It should be used sparingly, and only when members believe that further debate is useless.  In general, the Chair should determine reasonable limits for the discussion of a motion and decide when to call the vote. 

f. The Chair will decide when a voice vote, a hand count, or a written ballot is preferable.  Any voting member may request a vote count when he or she feels that there maybe some question as to the passage or failure of a resolution. 

g. A faculty member may rise to a point of order at any time, and may call for a count to determine a quorum.  A quorum at a faculty meeting consists of a majority of the voting membership of the faculty, as determined and posted at the beginning of each academic year and remaining fixed until the end of that year.  If there is not a quorum at a regular meeting, no resolutions may be passed and only general discussion may continue until adjournment. 

h. The following motions are not debatable: the previous question, adjournment, point of order, parliamentary inquiry, and motions to table or take from the table. 

i. A motion to reconsider a resolution that has been passed previously at the same meeting may be made when the discussion has produced further evidence on some of the issues.  A motion to reconsider a question may be made only by a faculty member who voted on the prevailing side of the original resolution and requires a simple majority to pass.  A motion to reconsider is debatable if the question to be reconsidered is debatable. 

j. A motion to table can be either to table indefinitely or to table until a fixed date or time.  A motion to table requires approval only by a simple majority of those voting.  To remove a motion to table before the time set, approval by a two-thirds majority of those voting must be obtained. 

k. Any motion may be seconded without rising and obtaining recognition from the Chair. 

l. Matters not covered by these regulations will be referred to the Parliamentarian for adjudication.

II. Faculty Committees 

The following types of committees exist at Simmons College:  standing, administrative, and ad hoc.

Members of CAS standing committees are elected by the faculty from a list of nominations prepared by Faculty Council, together with additional nominations from the floor in faculty meetings.  Members of All-College Administrative committees are appointed by the President in consultation with duly elected members of the Faculties, unless stated otherwise in the Faculty Policy Manual.  Members of CAS administrative committees are appointed by the Dean of CAS in consultation with Faculty Council.  Ad hoc committees are appointed by standing committees or administrators to deal with pressing concerns that cannot be handled within the formal committee structure.  Ad hoc committees are expected to have a limited life span. 

Each of these committees may be either an all-college committee or a CAS committee.

The committees, other than ad hoc committees, on which CAS faculty may potentially serve include the following.  

	Committee
	Standing
	Administrative
	CAS
	All-College

	Faculty Council
	X
	
	X
	

	Administrative Board
	X
	
	X
	

	Admission Committee
	X
	
	X
	

	Animal Care & Use
	
	X
	
	X

	Assessment Committee
	X
	
	X
	

	CAS Academic Council
	
	X
	X
	

	CAS Faculty Grants
	
	x
	x
	

	
	
	
	
	

	Curriculum Committee
	X
	
	X
	

	Fiscal Affairs Committee

 
	X
	
	
	X

	Financial Aid Advisory

(temporarily disbanded)
	
	
	
	

	Fiscal & Budgetary Affairs Committee
	x
	
	x
	

	Fund for Research

[took over function of Faculty Development committee in 1998-99]
	
	x
	
	x

	Grievance (disbanded, superseded by Review and Hearing Committees)
	
	
	
	

	Hearing
	x
	
	
	x

	Honor Board
	x
	
	x
	

	Honorary Degrees
	x
	
	
	x

	Honors Steering Committee
	x
	
	x
	

	Information Technology Governance Advisory Committee (ITGAC)
	
	x
	
	X

	Institutional Review Board
	
	x
	
	x

	Review (of Tenure and Promotions)
	x
	
	
	x

	Tenure & Appointment Committee (CTA)
	x
	
	x
	


A. Standing Committees of the CAS Faculty

The allocation of functions to the standing committees of the faculty is intended to regularize the distribution of areas and levels of responsibility for faculty business. Chairs of Standing Committees shall normally be elected at the end of each academic year to serve for the following year.

The membership, functions, and charge of CAS standing and administrative committees are listed as follows.  Changes to the membership, function, or charge of the standing committees must be approved by Faculty Council or the faculty.  If Faculty Council or the Dean deem proposed changes to be major, the faculty must approve the changes. 

4. 1.
Faculty Council.  

a. 
Membership 

This committee consists of 6 members of the faculty, two from each professional rank, who are elected by vote of the faculty.  Each year,  new members are elected to serve 3-year terms. In terms of membership on this committee, rank shall be defined as that at the time of election to the committee. After elections for Faculty Council have been held, and the new members identified, the newly constituted council elects one of its tenured members to serve as Chair.  Normally the term is for one year.

b.
Functions

The Faculty Council is commissioned to:

· oversee the orderly conduct of faculty business;

· lead, educate and elicit opinion from the faculty; 

· provide a continuing means of dealing with problems that arise in the areas of overlapping concern between college faculty, administration, and the Board of Trustees;

· provide a readily available means of dealing with matters of faculty concern not otherwise provided for in the faculty's committee structure; and 

· facilitate the carrying out of faculty business both in faculty meetings and by overseeing the operations of the regular standing committees;

· Advocate for CAS faculty interests where appropriate.

The Faculty Council has the responsibility for providing faculty leadership in discussion of the mission and associated objectives for   CAS and the College.  The Faculty Council also is responsible for providing faculty leadership in continual review and discussion of   CAS' relationship to the other Schools of the College and in all areas  that affect faculty or the delivery of the academic programs of CAS, including long range planning.  The Faculty Council reviews and evaluates all policies of CAS and the College that are related to these responsibilities and recommends appropriate changes to the CAS faculty, other School faculties, and/or the Administration.   

The Faculty Council receives annual reports, reviews the work of, and advises all administrative and standing committees of CAS.  It determines the allocation of responsibility to the appropriate committee in case of doubtful jurisdiction, appoints special committees to consider matters of faculty concern not allocated to other committees, and evaluates the overall functioning of the committee structure of the faculty.  The Faculty Council assists in preparing agendas for meetings of the faculty and serves as the organ of the CAS faculty for communicating with the Graduate Faculty Council
 and the other Schools of the College, the Administration, and the Board of Trustees. The Faculty Council acts for the faculty ad interim (subject to confirmation by the faculty) when it is impossible to convene a meeting of the full faculty.

The Faculty Council meets regularly twice a month during the academic year. Each member of Faculty Council serves as liaison to one committee and is responsible for keeping the council informed of the progress of that committee.  A quorum for conducting the business of Faculty Council is four members.  

c.
Guidelines for the Faculty Council Nominating Subcommittee


The Faculty Council submits nominations for membership of the standing committees.  This task is normally handled by the “Faculty Council Nominating Subcommittee,” according to the following timetable:


September  


The Subcommittee ascertains who is chairing each committee, and checks for full membership.  Vacancies can be filled for one year maximum by vote of Faculty Council on the recommendation of the Nominating Subcommittee.  There are ordinarily a few vacancies at this time due to resignations or unforeseen leaves.


October  


The Subcommittee prepares a new master list of committees using the previous year’s list as a basis.  The list should be double checked for accuracy with the committee chairs.


January

The Subcommittee prepares a timetable of the committee’s activities, with special attention to March and orders from the registrar at least 6 sets of mailing labels for voting members of the undergraduate faculty.  About a week before classes start, a memorandum is mailed
 to the faculty explaining the election procedures for Faculty Council and committees, and urging Faculty Council nominations from the floor at the February meeting.  The memo should include the master committee list and a list of full-time faculty by rank.  There is no Castle-Steiger deadline on this memo.


February

At the faculty meeting, the Subcommittee Chair reviews the January memo and announces the Faculty Council vacancies.  Each year there are 2 regular positions (3 year terms), at any two of the ranks: professor, associate professor, or assistant professor/instructor.  Any one-year replacement positions that are known at this time are treated in the same way.  The Subcommittee Chair accepts the first round of nominations from the floor.


Replacement positions are nominated at the rank of the replaced person at the time he or she was elected.  Nominations for regular full term positions are made taking into account rank at the time service begins. 


During February, the Subcommittee solicits further nominations by mail.  The memo should list those already named from the floor.  About a week before the end of the month, the Subcommittee mails a slate of nominees to the faculty for their information.  There is no Castle-Steiger rule deadline on this.


March

At the faculty meeting, the chair of the Nominating Subcommittee solicits the second round of nominations for Faculty Council from the floor.  By faculty rule, there must finally be at least 2 candidates for each position.  Nominations will then be voted closed.  The deadlines for the various voting and nominating activities in the coming month should be announced at this time.  


The Subcommittee prepares a ballot (via the Registrar), to be returned as soon as possible, if possible before Spring Break.  Votes are counted with the Registrar. 


Using the master list, the Subcommittee ascertains what other committee positions will be open (regular positions and as many replacement positions as are known).  A solicitation notice is then prepared and mailed as soon as possible. This document should  also contain the results of the Faculty Council elections, so that unsuccessful nominees for Council may be available for other committees.  The solicitation document has to be returned at the latest by the end of the third week in the month.  


Using the returned solicitation notices, and usually some last minute persuasion, the Subcommittee prepares a slate of nominees to be mailed, if possible, one week before the April faculty meeting, to conform to the Castle-Steiger rule.  At this stage, the goal of the Nominating Subcommittee should be to have at least one candidate for each vacancy.  While the committee has some leeway in preparing the slate, it is ordinarily expected that anyone who indicates a willingness to serve on a particular committee, and is qualified to do so, will appear as a nominee on the slate.  


April

At the faculty meeting, the Chair of the Nominating Subcommittee goes through each vacancy in turn, taking further names from the floor, and then closing nominations.  The faculty will then be asked to vote to accept the slate en bloc for the uncontested positions.  Depending on the timing of the March mailing of the slate, this vote may have to be preceded by a vote to wave Castle-Steiger. 


During the month, a ballot should be prepared and distributed for any contested positions.  


In late April, the Chair of the Subcommittee writes to the Dean a identifying positions that have to be filled by their selection, and giving specific names (one or more for each position).  The Chair should request that these appointments be made in time to announce at the May meeting.


May

At the first regular meeting, the results of any contested positions and the appointments are announced. 



5. 2.
Administrative Board.  The board consists of 6 members elected from all professorial ranks of the faculty for staggered 5-year terms; the Dean of Student life or representative, ex-officio; and the Registrar or Assistant Registrar, ex-officio and without vote, who is the secretary of the board.  The Chair of the Administrative Board shall be elected at the end of each academic year to serve for the following academic year
.  The chair shall be elected by the voting members of the faculty who are members of the board and shall not be an ex-officio member of the board.  The responsibilities of the board are:

· to administer the rules, regulations, and policies determined by the faculty.  This involves maintaining and reviewing administrative procedures and recommending to the faculty amendments to procedures and policies when appropriate;

· to make certain decisions in the name of the faculty regarding the disposition of cases of students who fail to meet academic standards as prescribed by the faculty;

· to grant or refuse exceptions to prescribed standards or requirements.  The board may at any time refer exceptional cases to the full faculty for consideration;

· to select and recommend, in the name of the faculty, student recipients for all-college academic awards and to nominate students to Academy.

The following procedures govern the granting of exceptions to prescribed requirements.

Petitions: Any student may petition the Administrative Board to consider an exception to prescribed academic standards or requirements.  The petition is normally submitted to the Registrar by the student after consultation with her advisor and/or instructor.  The primary exception to this is a petition for an "Incomplete," which must be submitted jointly by the instructor and the student.  The student and her advisor (or instructor) are responsible for providing as much supporting data for the request as possible.  These data may include appropriate statements from other instructors or student services personnel.  Insufficient documentation or supporting information is likely to result in denial of the petition.

Rights of Appearance and Appeal: A student petitioning the Administrative Board to grant an exception to prescribed standards or requirements may request permission to present her case in person to the Administrative Board.  Such a request may be made to the chair of the board in writing or in person.  A student whose petition is denied by the board may appeal her case to the board.

Notification: The student and the faculty or staff person submitting the petition will be informed in writing by the Registrar of the Administrative Board's decision.

The Administrative Board manual is published regularly.  It covers faculty rules governing such things as registration, withdrawal, credit allowances, academic advising and evaluation, and degree requirements.  The board normally meets once a week during the academic year.

3.
Admission Committee.  The committee consists of 3 faculty members elected from all professional ranks, with staggered three-year terms.  The Director of Undergraduate Admission serves as chair. The members of the committee serve as faculty readers during the admission process.  The committee also acts in an advisory capacity on faculty or academic issues relating to the undergraduate admissions operation.  There are generally weekly meetings during the reading season.

4.
Curriculum Committee. The committee consists of 8 voting members elected from the Faculty for staggered 3-year terms from all professorial ranks.  In addition, the committee includes one undergraduate student appointed by the Student Government Association who also has a vote, one library representative, the Registrar, and the Associate Dean or the Dean of the College sitting ex-officio.  One of the eight faculty voting members of the Curriculum Committee must do a substantial amount of teaching within a CAS graduate program. The Curriculum Committee shall also invite two faculty members from undergraduate programs at two different Schools at Simmons outside CAS, and they shall be non-voting members. A quorum is defined as 5 voting members.  The responsibilities of the Curriculum Committee are as follows.

· Recommend the addition or deletion of all new programs, departments, and degrees to the Faculty for approval.

· Recommend the addition or deletion of majors to the Faculty for approval.  This necessarily assumes that an already-approved department or program is bringing forward the proposed major.


New Undergraduate/Graduate degree programs that combine existing majors or programs do not come under this category and do not require Faculty approval

· Approve changes to majors, programs, departments, or degrees that may have a significant curricular impact. 

Such changes to majors, minors, or programs may refer to an overall change in emphasis, addition or deletion of tracks, addition or deletion of more than 25% of the existing courses, and new combinations of existing majors or programs. Changes to degrees with significant curricular impact might involve new Undergraduate/Graduate degree programs that combine existing degrees.

· Approve new minors when there is not an existing major in the same subject area in the home department or program.

· Oversee the content, delivery and evaluation of academic programs and processes related to curricula, such as Departmental Program Review, All-College Requirements, and general criteria for majors and minors, and recommend the same to the Faculty for approval.


For example, future curricular programs and processes that would come under this category include new delivery formats, certificate programs, and off-site programs.

· Approve new course offerings and substantial changes to existing courses after investigation of their value to a student’s educational experience, their place in the curriculum as a whole, and the adequacy of available support from College personnel, Library, facilities, and other resources.


Substantial changes to existing courses might involve changes in emphasis, cumulative adjustment of more than 25% of the course content, extensive revision of the course title, revision in the level of the course and hence numbering, and changes in delivery format (i.e. a regularly scheduled academic year course moving to an intensive weekend format).

· Approve courses that meet the All-College Requirements.


This includes establishing procedures for approving courses taken within the Colleges of the Fenway or at other colleges in the case of transfer and Dix students.

· Approve substantial changes to academic program listings in the College catalog.


Substantial changes are defined as above. If the Dean’s Office receives catalog copy that contains substantial changes that have not been approved by Curriculum Committee, the Office will refer these changes to the Curriculum Committee.

· Audit the overall course of instruction as listed in the Catalog.

· See to it that Open Meetings are held prior to a vote of the Faculty on legislation recommended by the Committee.


The group originally proposing the legislation holds the Open Meetings.


In the event that Curriculum Committee has considered and not voted in favor of a proposal and cannot, therefore, present the proposal to the Faculty in the form of a motion, the following procedure is followed. The sponsor may request that Curriculum Committee send the proposal to Faculty Council for further consideration, which may include negotiation with the relevant parties. If Faculty Council approves the proposal, Faculty Council will bring it to the floor of the faculty for a vote. If the proposal fails to win a majority vote in Faculty Council, the relevant party may bring the proposal to the floor of the faculty in the following way. After assuring that a quorum is present, the relevant party may make the motion if 2/3 of the Faculty first agree to consider the motion.  Subsequently, a 2/3 vote of the Faculty is necessary to approve the motion.  Normal Castle-Steiger rules are followed.

Majors and minors are housed within departments (described in section III.) or programs. For the purposes of allowing Curriculum Committee to provide curricular oversight, an academic program is defined as follows.  
    

                         An academic Program

· is a coordinated grouping of courses that constitute a distinctive and coherent area of study, and

· has a defined outcome and/or importance to the undergraduate curriculum (e.g., major, minor, college requirement), and

· has faculty identified by role* and whose major responsibilities include teaching, academic advising, curriculum development, communication (i.e., catalog description), and coordination.

The academic Program Faculty consists of a group of faculty who satisfy all of the following conditions:

· are members of the Faculty at Simmons College,

· have an on-going and serious commitment to the program,

· are knowledgeable and stay current about both the content and pedagogy of the program,

· are a group of an adequate size and broad enough knowledge to perform its tasks and carry out its major responsibilities,

· meet criteria that are clearly defined by role and/or specialization and/or other specific criteria or courses.

Programs and Curriculum Committee

· According to the charge for Curriculum Committee, the CAS Faculty must approve a program, and a program goes to the CAS Faculty for approval after being considered by Curriculum Committee as outlined in the BGI/DIG.

· Cooperating departments and faculty members who wish to form a program should submit to Curriculum Committee a proposal that includes appropriate supporting material.  A proposal for a new program should be comparable to a proposal for a new major.

· The Curriculum Committee's charge does not include determining governance structure.  However, Curriculum Committee is responsible, in its role for curricular oversight, for assuring that a program has an identified Program Faculty who will be responsible for the program analogously to how a Department Faculty is responsible for its curricular offerings:  e.g., teaching; advising of majors and minors; on-going review, coordination and development of its courses, majors, and minors; and review of catalog materials.

· The Dean in consultation with the participating faculty shall appoint the Program Director.

· The program and the departments of the faculty involved shall collaborate on how to allocate faculty resources.

· A separate budget for the program will be established by the Dean and administered by the Program Director.

· The Program Director will contribute to Developmental Reviews of untenured faculty and Performance Evaluations for all faculty participating in the program.  

6.
Fiscal and Budgetary Affairs Committee.  (To be changed after the details of the All-College Fiscal Affairs Committee are determined
.) The committee consists of 4 members of the faculty. and one member appointed by the Faculty Council for staggered 5-year terms.  At least one member of the committee will be a member of the Faculty Compensation Committee.  The charge of this committee is to advise the Dean of the College of Arts and Sciences on budgetary and financial issues and inform the faculty of the college's financial status and of significant budget issues.  

The committee meets approximately monthly.  It meets regularly with the Dean of the Arts and Sciences and other administrative officers.  Once a year the committee reports either to the faculty or to Faculty Council.

7.
Honor Board
.  The committee consists of 5 members of the faculty from all professorial ranks; 4 appointed students; and the Dean for Student Life or designee, without vote.  A faculty member serves as chair and the Dean for Student Life or designee as secretary.  The Honor Board is the judicial board of Simmons College.  A quorum of members consists of at least 5 members of the Honor Board, provided that at least 3 of these members are faculty and at least 2 are students.  Its responsibilities are:

· to educate the members of the college community about the Honor System and their individual responsibilities within this system.  To this end, the chair or an appointed representative from the Honor Board shall meet with all new faculty members each fall to discuss the Code of Responsibility and the function of the Honor Board;

· to review and evaluate annually the Honor system, its applications and procedures, and to report its conclusions and recommendations to the Faculty Council and to the Student Government;

· to investigate and hear cases of violations of the Code of Responsibility and to assess penalties for these violations.

In regard to its judicial function, the Honor Board shall make decisions in the name of the faculty regarding the disposition of cases of students who fail to meet academic and social standards as prescribed by the Honor System, or for those whose conduct otherwise disrupts the function of the college as an open community.

Academic offenses in this category are such things as plagiarism and cheating.  Social offenses include such things as theft and unauthorized use of college property or that which is housed on college premises.  The Honor Board, acting in its judicial function, may exclude a student from the college without faculty vote.  The procedures used in conducting the judicial function of Honor Board are found in the Student Handbook.

The board meets once a month during the academic year and at other times as needed.  The chair and Dean consult once a month or more frequently as needed.  Faculty members attend sessions with students in the September and October orientations to discuss the Honor Code.  The Honor Board secretary submits a confidential report to the Chair of Faculty Council in September which reviews the cases for the prior year.  In the event of a significant change or pattern of behavior, the Honor Board should make a presentation to the faculty at a faculty meeting.  The administrative/secretarial work of the committee is handled by the Student Life office.

8.
Honors Steering Committee. The committee works with the director to develop and oversee the Honors Program.  The committee meets monthly to discuss and implement such oversight.  Among the responsibilities of the committee and its members are the following:

·   work with Admissions to recruit and select the incoming Honors   class. 

·   set criteria for the selection of rising sophomores to Honors and oversee that selection process;

·   establish academic criteria which a student must meet in order to maintain her place in the Honors Program and her Honors scholarship;

·   establish and review the Honors curriculum;

·   plan co-curricular activities for and with Honors students. 

The Honors Steering  Committee is composed of all those currently teaching in the Honors Program and two or more faculty elected at large for staggered three-year terms.

9.
Tenure and Appointment Committee (CTA).  This committee consists of 5 members of the faculty all of whom are tenured and the Dean as a liaison to the administration.  Rank shall be defined as that at the time of election to the committee.  Members are elected for staggered, 5-year terms.  



The responsibilities of the committee are to:

· aid in the development and periodic assessment of criteria for tenure and promotion within the various ranks of the faculty;

· express and encourage genuine regard for reasonable consistency in the use of these criteria in accordance with all-college standards as defined in the Faculty Policy Manual;

· inform department chairs annually of faculty members in their departments eligible for tenure and promotion, or requiring third year review and peer review (tenured faculty);

· review with candidates and their chairs the procedures for tenure and promotion; 

· consider all candidates for tenure and promotion and assess the qualifications and performance of the candidates in accordance with the criteria for tenure and promotion (deliberations will consider only material presented in the dossier or provided to the committee in writing at its request);

· make recommendations and prepare written reports based on its assessments of the candidates in accordance with the criteria for tenure and promotion;

· participate in the formal appeals process regarding decisions on tenure and promotion (this process is outlined in the Faculty Policy Manual, Appendix A);

· monitor the process of third year reviews;

· monitor the process of peer review of tenured faculty;

· monitor the process of student evaluation of teaching;

· provide counsel on the terms of all contracts, except salary, for initial appointments at the ranks of Associate Professor and Professor (the Dean of the College of Arts and Sciences shall inform the Committee on Tenure and Appointment, in writing, prior to appointments being made, of the terms of all contracts, except salary, for initial appointments at the ranks of Associate Professor and Professor and the Committee on Tenure and Appointment shall promptly submit its review, in writing, to the Dean);

· members of the Committee on Tenure and Appointment shall keep the deliberations, proceedings, and written reports concerning tenure and promotion candidates confidential, except as otherwise provided in the Faculty Policy Manual.

The committee usually meets twice a month during the academic year, and sometimes more often, depending upon the number of candidates for tenure and promotion. Members of the committee should expect to serve as chair of the committee sometime during their appointment.  The committee shall recommend candidates for tenure and promotion to the President.

B. CAS Administrative Committees 

1. CAS Faculty Grants Committee.  The committee was established by the Dean of the College to supplement and extend the Faculty Development Fund and, to a lesser extent, the Fund for Research.  Grants from this committee are available to faculty from the CAS Dean’s Office.  Grants from the Faculty Development Fund and the Fund for Research are available to all Simmons faculty.

The committee is administered by a faculty committee appointed by the Dean of CAS in consultation with Faculty Council.  Monthly meetings are held to review applications after Faculty Development Fund decisions have been made. 

2. CAS Academic Council. This group was established by the Dean of the        College as the body of academic administrators responsible for department  and program management. The group meets once a month or as needed. 

III.
Departments

The departments are the administrative centers of the CAS academic organizational structure.  Departments provide organizational units for members of the teaching faculty and academic homes for students pursuing undergraduate majors and minors and graduate programs. 

A.  Responsibilities of the Departments

In accord with the role of the faculty as defined in the Faculty Policy Manual, the department is responsible for the establishment and implementation of its academic programs. Specifically, the department is responsible for planning, implementing and evaluating its curricula, in addition to advising students who major or minor in these curricula.  The department shares with the academic administration of the College responsibilities in the areas of faculty recruitment, promotion and tenure, retention, and termination. The department also shares responsibility for budgetary requests and is responsible for the expenditure of its budgetary allocations.

Although each department is responsible to some extent for the educational well being of all students at Simmons, it has special responsibility to those students who take courses within the department and greatest responsibility to those students who are its majors, minors, and graduate students.

B. 
Departmental Membership

Regular members of a department shall be those who hold full-time or proportional appointments within the department in the following ranks: Professor, Associate Professor, Assistant Professor, and Instructor.  Visiting Faculty may be appointed as full-time, proportional, or part-time members of the department. Full time or proportional Visiting Faculty are considered regular members of a department.  Faculty may be jointly appointed in two departments or in a department and a program.

C. Departmental Selection and Appointment of Faculty

All faculty appointed within CAS shall be appointed to an existing Departments within CAS.  

6. 1.
The process for appointment of regular faculty within a department is as follows:

· Appointments within a department shall be made only to a position that has been authorized by the Dean of CAS.

· The establishment of a new position ordinarily will be initiated by a department in consultation with the Dean of CAS and recommended to the President.

· After receiving authorization to fill a position, the department in consultation with the dean and in compliance with affirmative action policies, will, except in unusual circumstances, initiate and carry through the recruiting process.

· Departments recommend the type of appointment to the Dean (tenured, tenure-track, or contact). In general, CAS seeks to maintain a high-percentage of tenured and tenure-track positions in the department; however, contract and proportional faculty, particularly in professional programs, make important contributions to their department and the College and enrich curricular offerings.  
· The non-renewal of a contract or a move to eliminate a tenure-track appointment will involve consultation between the Dean and the department.  In these circumstances, the Dean shall notify the Curriculum Committee and the department chair in a timely manner.

2. Joint-Appointments.

In principle, joint appointments acknowledge the increasingly interdisciplinary nature of scholarship and the programmatic and staffing needs of the College.  Joint appointments can occur between two departments, or between a department or program in the College of the Arts and Sciences and a CAS graduate program.  Decisions regarding joint appointments must be made in conjunction with appropriate heads of units (e.g., Deans, Department Chairs, etc.), the Dean of the College of Arts and Sciences, and the faculty member in question.  Final approval will be given by the Dean of the College of Arts and Sciences.

Agreements for joint appointment must be written and should address:

· the teaching work load in terms of the proportion of time in each unit,

· the allocation of service to the College and unit, such as responsibility for advising, committee work, supervision of internships and theses, attendance in department meetings and participation in outside activities.

D. Department Meetings and Decision Making

All members of a department have a right to be present at and to participate in department meetings, which are convened by and presided over by the Department Chair.  Normally, department meetings are held on the third Wednesday of each month at 3:30 p.m.   Only regular members 
have the right to vote on:

· recommendations for appointment and reappointment of department members
;

· budgetary proposals;

· the election of a Department Chair;

· recommendations to the dean(s) relating to workload and responsibilities of department members;

· procedures for allocating teaching assignments and other duties within the department;

· course offerings, modification, and termination;

· requirements for majors, minors, and graduate programs within the department;

· procedures for the assignment of departmental advisees;

· procedures for conducting departmental peer review and evaluation; and

· procedures for developing the departmental portion of the CAS student evaluation form.

· departmental expectations for faculty performance and merit review in the areas of teaching, scholarship, and service.  (These criteria must be consistent with the general guidelines approved by the CAS faculty and must be approved by the Dean of CAS.  See Appendix A for CAS Merit Review Criteria.)

Departmental decisions shall ordinarily be made at a duly called meeting by a majority of those present and eligible to vote.  Visiting faculty and regular members on leave or on assignment to other duties that are clearly of a temporary nature may participate in the decision-making process of the department in accordance with the rules set forth by the department. Each department is expected to hear and discuss concerns of its students.  Normally the department consults with its student liaison committee.

E. Department Chairs and Program Directors 

7. 1.
Department Chairs

As an officer of instruction and an officer of administration, the Chair is responsible for the operation of the department and assumes responsibility for leadership in developing educational policies and curricular programs that will implement the goals of the institution and maintain a high quality of instruction.  The Chair is expected to insure that all faculty members in the department carry out their responsibilities to the College. The Chair also represents the interests and views of the department to the academic dean(s) of CAS and to the President. The Chair serves as the central link between members of the department and the President, the academic dean(s), other officers of the College administration, faculty committees, other departments, and students. The Chair also assumes responsibility for overseeing community-building activities within the department. Department Chairs are responsible for the following areas of administration:

a.  
Curriculum

· continuing evaluation of departmental curricula and course offerings

· coordinating periodic external review, including certification procedures when appropriate

· proposing new courses and deleting courses in consultation with other members of the department 

· planning and scheduling course offerings and overseeing catalog copy

· coordinating course offerings with other departments and programs

· coordinating the development and implementation of the technology integration plan

· maintaining a file of syllabi for all courses taught in the department

· overseeing library holdings that support the department’s curriculum

b.  
Administration of major, minor, and other programs

· advising: overseeing assignment of faculty advisors to majors, transfers, and Dix scholars; preparation of advising materials for first-year students, majors, and minors; signing  declaration of major/minor forms

· overseeing independent learning requirement 

· overseeing nomination process for awards, honors, and outside scholarships

c.  
Coordination of education facilities and technology

· overseeing departmental space

· coordinating maintenance of laboratories, including safety issues and waste disposal

d.  
Representation of department within Simmons attending meetings of CAS Academic Council , a body of all chairs and undergraduate program directors that meets regularly to discuss common concerns.  These meetings are chaired by the Dean of CAS serving as contact with the Registrar

· preparing departmental documents for Admissions, Advancement, and the Dean of CAS.

e.  
Overseeing department participation in admission activities 

f.    Representation of department to external community

· acting as official contact to professional organizations for communication and information 

· responding to all general inquiries

g.   Personnel

1.  
Faculty

· overseeing hiring of new faculty

· advising department members in their professional development, including mentoring of untenured faculty

· overseeing mid-point reviews of faculty with tenure track appointments and conducting annual reviews of  all faculty according to criteria established by the department and consistent with the general guidelines approved by the CAS faculty and listed in Appendix A.

· administering departmental teaching evaluation process, including distributing and collecting forms, submitting them to be scanned electronically, summarizing contents, and discussing evaluation with the Faculty member.  [For more information on student evaluation of teaching, see Addendum C.]

· recommending faculty salary increases to the dean(s) (October/November)

· overseeing tenure and promotion (See Section V above.)

2.   
Support Staff

· determining departmental need for support staff and making recommendations to the dean

· hiring support staff in conjunction with the Department of Human Resources

· overseeing performance and evaluation of administrative assistants and staff assistants

· recommending raises and promotions

h.  
Budgets

· preparing and justifying annual budget requests for salaried and non-salaried budget

· overseeing expenditures and fair allocation of resources among faculty 

Eligibility for the Position of Chair 

The Department Chair is normally a tenured member of the department.   This does not imply that the position must rotate through all members of the department.  In rare circumstances, a person from outside the department may assume the position of Chair.

Selection of Chair

The selection process for Department Chair will involve departmental election followed by recommendation to the Dean of CAS.  During this time the department will be encouraged to present a collective assessment of its needs and goals and the abilities of its various potential candidates to meet these goals.  The Dean will make the final selection after giving serious consideration to the department’s recommendation.  If a department is unable to agree on a candidate, or if no candidate emerges, then the dean will appoint an interim Chair.

Chair’s Term of Office

The first term of office for a Department Chair ordinarily shall be 5 years.  The Chair may be nominated for a second consecutive term, usually of 3 years.  A Chair ordinarily will not be appointed to serve a third consecutive term. In some instances, however, Chairs may remain in office for more than two consecutive terms. 

Evaluation of the Chair
In addition to the Dean’s yearly evaluation of the Chair, the department will evaluate
 the Chair at the end of the second year of the Chair’s initial term and every three years thereafter.  Each department shall establish an inclusive process for this evaluation that protects all faculty.

2. Undergraduate Program Directors

It is important to note that within CAS different types of programs exist; therefore the role and responsibilities of an Undergraduate Program Director (UPD) may vary depending on the type.  For example, a program could be one that exists within a department, exists as a freestanding program (not housed within a department), or exists as an all-college program.  
UPD responsibilities fall within the 4 broad areas related to: curriculum, students, resources and administration, and may, to greater or lesser degree, consist of the following:

a. Curriculum

· Periodically review the curriculum,

· Manage change within the curriculum,

· Ensure the curriculum adheres to professional/academic standards when appropriate,

· Seek Program Faculty approval on all curriculum changes,

· Be responsible for obtaining all necessary Curriculum Committee approvals,

· Ensure that all written documentation adequately describes the curriculum and is up to date i.e. catalog copy, Web content, promotional literature etc.,

· Coordinate course offerings with other departments,

· Schedule courses to meet Program and student needs, and institutional enrollment requirements,

· Manage the curriculum delivery process to include discussion with Program Faculty,  discussion with students, review of student evaluation data,

· Solicit and develop new Program initiatives. 

b. Students

· Ensure that all students in the Program receive adequate advising,

· Provide activities for students to build a Program community i.e. career nights, speakers, 

· Cultivate alumni support and involvement with the Program,

· Work with Dix office personnel to recruit students,

· Work with the Undergraduate Admission office to support recruitment and admission of students,

· Coordinate independent studies and internships.

c. Resources

· Manage laboratory space and equipment including being the interface to support/service departments,

· Manage Program Space to include bulletin boards, physical space for students participating in Program activities, online space Web based or otherwise, offices.

d. Administration

· Prepare an annual budget

· Manage all Program related expenditures including signing authorization requests

· Serve as a contact with the Registrar including authorizing all registration activities relating to students in the program, sign off on completion of requirements for the major, declaration of major

· Serve as a contact with Marketing to develop promotional material

· Oversee nomination process for awards, honors and outside scholarship

· Participate on CAS Academic Council

· Author a Program Annual Report for the Dean of CAS

· Chair the Program Faculty committee and conduct monthly Program meetings

· Representation of the Program within Simmons and external to Simmons

· Responsible for staffing of all courses within the program

· Make recommendations regarding the hiring and appointment of program faculty, 

· Provide written evaluation of all faculty who teach designated program courses (i.e., MCC), and if requested, provide written evaluations for faculty members who teach cross-listed courses.

8. 2.   Graduate Program Directors

The job of Graduate Program Director (GPD) is divided into four major areas: direct service to students, program development and maintenance, faculty recruitment and support, and day-to-day program operations. 

a.   
Direct service to students

The GPD serves as the primary contact person with Graduate Admissions and with the Financial Aid Office.  Beyond the activities of reviewing admission files and transcripts and interviewing prospective students, the GPD may also work with marketing professionals to develop appropriate marketing activities, including web and print materials, open houses, and special programming.  The GPD, in consultation with the Director of Graduate Studies Admissions, administers the financial aid budget.  The GPD may also offer career counseling services, including special events for alumni.  In the Education Graduate Programs, the Director provides recommendations for certification and prepares certification documents.

After students have been admitted, the GPD typically both teaches and advises students.  He or she helps the student to map a program of study and oversees completion of the program requirements; approves petitions for transfer credits, leaves of absence, extension of time, and course waivers; and recommends students for placement and for TA/RA positions.  The GPD also organizes co-curricular activities, makes linkages with student services and mediates problems between students and faculty.

The GPD is the primary contact for program graduates.  He or she writes letters of recommendation, facilitates networking for job opportunities, and maintains connections to alumni/ae.

b.  
Program development and maintenance

The GPD oversees program development and maintenance, including such activities as: developing and maintaining curriculum, soliciting new program initiatives, scheduling courses, developing summer programs or institutes, writing the program brochure and keeping it up to date, keeping abreast of competitive programs, re-aligning the program with market interests and needs, fostering linkages within and across departments and others schools of the College, meeting regularly with other program directors, and convening the program’s advisory committee (if one exists).

c.  
Faculty recruitment and support

In some cases the GPD may oversee staffing, including searches for full and part-time faculty. He or she mentors, supervises, and evaluates existing faculty and, where appropriate, implements and oversees the student evaluation process.  In cases where a graduate program includes courses taught by faculty outside the program, the GPD should provide feedback into the evaluation of that faculty member.

d.  
Day-to-day program operations

The Program Director oversees the budget, supervises staff and administrative operations, and serves as troubleshooter for any problems that may arise (e.g. with financial aid, admissions, or the dean.)

IV. 
CAS Tenure and Promotion Procedures

A. Guidelines For Promotion and Tenure Candidates*

It is the responsibility of each department Chair to review, according to the guidelines

on appointment, promotion, and tenure, who must be considered for promotion and who must be considered for tenure.  Please refer to the following timeline for clarification of the candidate’s review:

Suggested Timeline

	Due Date

	Description
	Responsibility

	by March 15th

	Notification to CTA Chair of any candidate for tenure or promotion
	Department Chair & Dean

	by April 15th

	Candidates (with Chair) meet with CTA Chair and Dean for review of guidelines
	CTA Chair

	July 1

	Department Chair informs the Dean of the College and Chair of CTA, in writing, of faculty to be considered for promotion and tenure. Chair also provides the names of outside references who have been requested to submit letters of recommendation and a brief account explaining why each reference is appropriate.
	Department Chair

	Oct. 15th or next business day
	Chair delivers two copies of dossiers to Dean
	Chair

	November

	CTA meets with Dean of CAS to discuss separate recommendations
	CTA and Dean of CAS

	December 1
	Decision forwarded to President
	CTA

	December
	CTA meets with President and Dean to discuss CTA’s recommendations.  CTA has the option to ask to be informed of Dean’s decision.
	CTA

	Jan. or April
	Board of Trustees votes on recommendation of approval or denial
	Board of Trustees

	by Feb 1st OR March 1
	President notifies faculty member, Dean, and CTA in writing of his or her recommendation
	President

	When decision is final
	Dean writes to outside references to inform them of the decision.
	Dean

	*For further details see Section 2.4 and Appendix A of the Simmons College Faculty Manual.


B. Dossier Preparation

The Chair is responsible for working with candidates in preparing dossiers.  In the event that the Chair is the candidate, a senior member of the department should serve as the “Chair” of the process.

A Departmental Review Committee consisting of all tenured members of the department shall be formed.  The Committee shall have at least three members.  If there are fewer than three tenured members in the department, the Chair will appoint additional  members from the following categories:

· the Chair of a related department at Simmons, and/or

· a tenured faculty member from the same discipline at another institution,                         and/or

· tenured members from related departments at Simmons and/or

· Emeriti faculty from the candidate’s department or program.

If there are no tenured members of the Faculty in the candidate’s department, a special committee shall be created according to the following procedure:

· The Dean of the College, in consultation with the candidate and the Committee on Tenure and Appointments, shall form a Special Tenure Committee and appoint one of its members to serve as its Chair.  The Committee shall consist of at least three members (plus one additional member for each additional department or program in which the candidate is involved), and shall include the Chair of the candidate’s department, unless the Chair is the candidate, and members chosen from the above categories.  

The Review Committee shall function as a de facto department for the purposes of   tenure review.

The Candidate has access to all contents of the dossier throughout the review process.

The tenured faculty of the department should review the dossier and formally vote after thoughtful consideration of the candidate.  (Such a process is intended to provide support for Chair and departmental letters).

The candidate should prepare the dossier keeping in mind that CTA is not familiar with his or her discipline.
The dossier being submitted must contain:

1.   Personal Data Sheet: obtain format from Dean’s Office

2.   Departmental Statement addressing the following:
For Tenure Consideration:

a.  An evaluation of the candidate’s accomplishments in the areas of teaching, professional and scholarly development, and service to the College.  Refer to IV. C. below, excerpted from the Faculty Policy Manual 2.4 C.  The evaluation should also address departmental need, both present and future.

b.  A profile of the discipline, including: description of the major fields within the discipline; the areas important to the department’s current programs; anticipated directions in which the discipline may be moving; implications of these changes for the department; and the candidate’s fit in any or all of these areas.

c. A picture of the candidate’s teaching responsibilities in relationship to the departmental curriculum as a whole, as indicated by completing the chart discussed below in IV. B. 10.

d.   Current figures for majors and overall enrollments for the department.

For Promotion Consideration:

e. An evaluation of the candidate’s accomplishments in the areas of teaching, professional and scholarly development, and service to the College.  Refer to IV. C. below, excerpted from the Faculty Policy Manual 2.4 C.

3.  
Chair’s Statement:

If in agreement with the departmental statement, a sentence or two to that effect                                       suffices.

4.   Personal Statement by the Candidate:

This statement, not to exceed ten (10) pages in length, must address all four criteria as stated in Section 2.4 C. of the Faculty Policy Manual (IV. C. below): excellence as a teacher, professional and scholarly development, service to the missions of the College, and  institutional/departmental need.  Candidates for promotion need not address needs of the College, School, and Department or Program.  The candidate must assume that CTA is not familiar with the context of his or her discipline.

5. Course Evaluation Summary Sheet:

In case of promotion, include only those received since the last promotion.

6.
Letters of Recommendation:

Typically, there are three to four, primarily external, letters.  The letters should address the stature and accomplishments of the candidate in the profession.  Recommenders should include those chosen by the candidate and those chosen by the departmental tenure and promotion committee.  The Chair should provide CTA with a brief description of and rationale for the candidate’s referees.  The Chair should request these letters of recommendation and they should be mailed directly from recommender to the Department Chair.  The Chair’s letters should make explicit that the candidate has access to the entire dossier, including letters. All letters submitted on behalf of the candidate will remain in the candidate’s dossier.  The recommenders should be provided in a timely fashion with the candidate’s supporting materials (i.e., publications, Personal Data Sheet, personal statement).

See Appendix A for sample letter. (available in the dean’s office)

7.
Other evidence of Professional and Scholarly Development:
Supporting materials appropriate for the discipline should be provided.  These could include reviews, cases, articles, books, portfolios, experiments, compact discs, videotapes and/or film.  In some cases it may be necessary to provide a brief description of the professional activity being offered for review (e.g., professional consulting within your discipline).

8. Information from Departmental Peer Review:

The dossier must include information from the departmental peer review process.  This information may appear either in a separate section or be integrated into the departmental statement.

9. Candidates who work/teach in more than one academic unit:

If a candidate teaches in more than one department or program (e.g., MCC, Women’s Studies), or teaches in a graduate program or graduate school, the candidate’s dossier must include a letter from the head of that academic unit (Chair of the Department or Program or Dean of the Graduate School) addressing the relevant criteria outlined in “Department Statement.”  This letter should be written in consultation with other tenured members of that unit.

Note:  The recommendation of CTA will be based solely on the material presented in the dossier.  The candidate must assume that CTA members are not familiar with the significance and scope of his or her accomplishments in the field.  

The only basis for consideration of appeal of tenure denial is new supporting material not available at the time of dossier review (e.g., publications, awarded grants, elected office in professional organization) or a procedural violation.

   
10. Sample Chart for Department Faculty

The Chair should submit a chart that lists all departmental course offerings (required courses should be indicated) and all departmental faculty.  The chart should designate all specialized areas within the department, list courses within each area, and indicate who teaches, has taught, or can teach each course.  See Appendix B “Sample Chart for Department Faculty.”  (available in the dean’s office)

C. Criteria for Promotion and Tenure: Faculty Policy Manual 2.4 C.

The following four general categories of Criteria for Promotion and Tenure are a guide for evaluation to be used by the committees on promotion and tenure, the Deans, the President, and the Corporation.  The intent of the criteria is to insure high quality of the Faculty, objectivity in promotion and tenure decisions, and the vitality of the College.  The criteria are necessarily general in nature, and their application must be adapted to the various Schools and the circumstances surrounding each individual case.

1. 
Excellence as a Teacher
Excellence as a teacher is a necessary prerequisite for both promotion and tenure.  Peer and student evaluations are generally the primary means of evaluating performance in light of this criterion.

2. 
Professional and Scholarly Development

Professional and scholarly development can be demonstrated by a record of professional, scholarly, and or/creative activity and involvement in the larger academic community.  That record would ordinarily comprise activities that include peer and/or public review, such as research, publications, creative works, professional presentations, professional consulting activities, journal editorships, and other contributions relevant to the candidate’s discipline.  

3.  
Service Related to the Mission of the College

Service related to the mission of the College consists of contributions of time and effort by faculty members that help to advance the College’s mission (see Section 1.3 of Faculty Policy Manual).  Service to the mission of the College can take a number of forms and can include a variety of activities.  It can include, for example, service on standing or ad hoc committees, participation in governance, service in curriculum or Program development, advising students, Department or Program service, various forms of involvement with students beyond the classroom, and other service to the College’s mission, within and beyond the College’s campus.

4. Needs of the College, School, and Department or Program

Those making tenure recommendations and decisions shall consider the needs and constraints affecting the College, the applicable School, and the applicable Department or Program.  The committees on promotion and tenure shall focus primarily on the needs of and constraints affecting the applicable Department or Program and the applicable School, while the Board of Trustees, the President, and the Deans shall consider the needs of and constraints affecting the College, as well as those affecting the applicable School and the applicable Department or Program. 

For many years, there has been approximate equilibrium between the College’s tenured full-time Faculty and its full-time Faculty without tenure, as measured across the College as a whole.  Maintaining such an equilibrium has helped the College to achieve the continuity, stability, and experience provided by an excellent tenured Faculty, while regularly adding vitality and promoting renewal through the addition of new Faculty members.  Accordingly, the College has a long-term goal of seeking to maintain a balance between the total tenured full-time Faculty and the total full-time Faculty without tenure at the College.  Therefore, one of the factors to be considered in assessing the needs of the College is the effect of each tenure decision on the College’s long-term goal of maintaining a balance between tenured full-time Faculty and the full-time Faculty without tenure.

The College strives to maintain such a balance but rejects the imposition of a tenure quota.  Our long-term goal should not be construed as precluding the granting of tenure.

D. CAS Procedures Related to the Faculty Policy Manual 2.4 D 2. b, c, and d 

(Waiver or shortening of probationary period for tenure consideration)  

The following procedures apply when exceptional appointments occur (i.e., when the faculty member is to be at Simmons fewer than three years before the year of tenure consideration, or is coming to Simmons with tenure):

· The department or program Chair sends a letter of recommendation to the President, Dean, and CTA indicating the recommended nature of the appointment and the reasons for the exception, including a curriculum vitae with appropriate supporting material.

· The Dean's recommendation is sent to the President, CTA and the department. CTA sends a letter, with its recommendation, to the President, Dean and department.

· Following notification by the President of the final decision, the Dean sends CTA formal notification of that decision.

· Normally, candidates shall not be recommended for appointment with tenure unless they are already tenured at another institution.  If the Dean is recommending a candidate for appointment with tenure, the above process should be followed to the extent that timely negotiations allow.

V.  Reviews of All Faculty:  Faculty Policy Manual 2.5

A.  Reviews of faculty members are intended to foster professional growth and development by encouraging self-reflection and by providing an opportunity for advice and assistance from Deans, department chairs, and peers. Such reviews shall contribute to decisions about compensation, tenure and promotion, or retention where appropriate.

Each School is responsible for establishing a policy for review of faculty members an a mechanism for implementing that policy that is consistent with this Section 2.5. Reviews of Faculty should be completed in accordance with the schedules set forth in this policy, except that no review is required for an individual after he or she has resigned or received notice that his or her association with the College will terminate. In addition, this policy does not apply to reviews of Faculty who are full-time administrators. Any period of service as a full-time administrator should not be included in determining when a faculty member should receive a review under this policy.

1. Review of Faculty with Tenure-Track Appointments

a.  Annual Review

Each faculty member with a tenure-track appointment shall be reviewed annually according to criteria and procedures jointly developed by the Faculty and Dean of each School. This annual review shall be used for determining compensation of faculty members. At a minimum, the review shall consist of the following:  

A written self-assessment by the faculty member, consistent with the Criteria for Promotion and Tenure as set forth by this Manual or any applicable implementation guidelines; and  

A written assessment by the faculty member’s Department Chair,

or by a committee of the faculty’s member’s peers, or by the faculty member’s Dean, consistent with the Criteria for Promotion and Tenure as set forth by this Manual or any applicable implementation guidelines. This assessment shall be made available to the faculty member.

b. Mid-Point Review

A tenure-track faculty member shall initiate the process of mid-point review, normally after three years academic years of probationary status, unless other arrangements have been made by the Dean. (See page 34)

c. 
Review for Promotion and Tenure

A tenure-track faculty member shall initiate the process of review for tenure and promotion, normally during the last year of a six-year probationary period. (See Faculty Policy Manual 2.4. D. E.)

                      2.   Review of Tenured Faculty

a. Annual Review

Each faculty member with a tenured appointment shall be reviewed annually according to criteria and procedures jointly developed by the Faculty and Dean of each School. This annual review shall be used for determining compensation of faculty members. At a minimum, the review shall consist of the following: 

A written self-assessment by the faculty member, consistent with the Criteria for Promotion and Tenure as set forth by this Manual or any applicable implementation guidelines; and 

A written assessment by the faculty member’s Department Chair,

or by a committee of the faculty’s member’s peers, or by the faculty member’s Dean, consistent with the Criteria for Promotion and Tenure as set forth by this Manual or any applicable implementation guidelines. This assessment shall be made available to the faculty member.

b. Review for Promotion

An associate professor may request consideration for promotion to full professor at any time and shall initiate the process of review for promotion in accordance with Section 2.4.E.

c. Peer Review

In addition, a School may adopt a policy and procedure for developmental post-tenure peer reviews. The Faculty and Dean of each School shall approve policies and procedures governing such reviews.

                  3.   Review of Faculty with Contract Appointments
Each faculty member with a contract appointment shall be evaluated annually by his or her department, program or Dean. This review shall be used for the purpose of determining compensation or retention of contract faculty members. Such evaluations shall be made available to the faculty member. Reviews of contract faculty members are not to be considered as representations of the likelihood of future offers of successive contracts.

                  4.   Faculty Access to Their Personnel Records

Massachusetts state law grants employees access to their personnel records, but that law does not apply to those who are employed (or were formerly employed) by a private university in positions that may lead to tenure, are tenured, or which involve responsibilities similar to those in tenure-track positions. Although private university faculty are not covered by the Massachusetts state law regarding access to personnel records, current and former Simmons faculty shall enjoy the same right of access under state law as is afforded to non-faculty employees at Simmons College, with the following exception: documents created or acquired by the Trustees, the President, the Deans and the members of the committees on promotion and tenure in conjunction with a review for promotion and tenure are confidential both by nature, and by the terms of the Faculty Policy Manual, and shall remain confidential. Except for this category of documents, Simmons faculty may have the same access to their personnel records under state law, as do other non-faculty Simmons employees.

B.  CAS Procedures Related to the Faculty Policy Manual 2.5 (Reviews of Faculty)  

C. Guidelines for Midpoint Review of Non-Tenured Faculty with Tenure Track Appointments

In addition to regular annual reviews, non-tenured faculty members receive a more extensive and comprehensive mid-point review.  This review is intended to “foster growth and development of the faculty member, serve as an evaluative tool for retention decisions, and identify areas of further focus in advance of future tenure consideration” (Faculty Policy Manual, 2.5 A.).

It is the Chair’s responsibility to initiate this process and to involve other tenured members of the department, as well as members of each additional department or program in which the candidate is involved.  This process should be a consultative one among the candidate, the department, and the Dean.

If there are no tenured members of the Faculty in the candidate’s department, a special committee shall be created according to the following procedure:

The Dean of the College, in consultation with the faculty member and the Committee on Tenure and Appointments, shall form a Special Midpoint Committee and appoint one of its members to serve as its Chair.  The Committee shall consist of at least three members (plus one additional member for each additional department or program in which the candidate is involved).  The Committee shall include:

· the Chair of a related department at Simmons, and/or 

· a tenured faculty member from the same discipline at another institution, and/or 

· tenured members from related departments at Simmons, and/or

· Emeriti faculty from the candidate’s department or program, and

· the Chair of the faculty member’s department unless the Chair is the faculty member under review.  In that case the committee shall include another faculty member from the candidate’s department.

This Committee shall function as a de facto department for the purposes of midpoint review.

Suggested Timeline for Midpoint Review

	Due Date

	Description
	Responsibility

	by Feb. 1
	Notification to departments of faculty due for midpoint review
	CTA & Dean of CAS

	by Mar 1
	Candidate meets with Dept. Chair, CTA and Dean of CAS
	CTA

	March-June
	Compilation of materials for dossier
	Candidate, Dept. Chair

	by June 30
	Dossier submitted to department
	Candidate

	July 1 – Aug 30
	Review of dossier and development of departmental recommendation
	Department Chair; 

Tenured Faculty

	by August 30
	Department Chair meets with candidate. 

Dossier and departmental recommendation sent to Dean of CAS.

Departmental recommendation goes to candidate.

Notification of CTA that review has been completed and dossier submitted to Dean of CAS

	Department Chair



	by October 15

	Dean meets with faculty member to review dossier
	Dean of CAS

	by November 1st

	Written review and recommendation by Dean to faculty member and department; copy to CTA
	Dean of CAS

	by December 1st
	Candidate responds to review in writing to department and Dean with copy to CTA
	Candidate


D. Procedure for Midpoint Review of Non-Tenured Faculty with Tenure Track Appointments

1. If a candidate comes to Simmons with a six-year probationary period prior to tenure consideration then the pre-tenure, midpoint review will be conducted after three years of teaching at Simmons.  If the candidate comes to Simmons with a five-year probationary period prior to tenure consideration, then the pre-tenure midpoint review also will be conducted after three years of teaching.  If a candidate comes with a four-year probationary period, then midpoint review will take place after two years of teaching.  If a candidate comes with a three-year probationary period, then the midpoint review will come after one year of teaching. The process of midpoint review should be initiated during the spring of the year prior to the review year (ordinarily, that is, during the spring of a faculty member’s third year at the college) and should be completed by December 1st of the review year (ordinarily the fourth year at the college).  Appropriate adjustments will be made for faculty members appointed mid-year. 

	Pre-tenure probationary period
	Midpoint Review

	6 years
	After 3 years of teaching at Simmons

	5 years
	After 3 years of teaching at Simmons

	4 years
	After 2 years of teaching at Simmons

	3 years
	After one year of teaching at Simmons


2. 
Midpoint review should complement the annual review process.  This process should be viewed as formative as well as evaluative, involving close communication and support between faculty member and department.

3. 
The dossier should include the elements listed below.  It is assumed that these dossiers will be less extensive than a tenure dossier, and appropriate to a midpoint tenure track period.

· Personal Data Sheet: obtain format from the Dean’s Office

· Departmental Statement

· Personal Statement by Faculty Member

· Course Evaluation Summary Sheets

· Other Evidence of Professional and Scholarly Development

· Annual Reviews

· Information from the departmental peer review process.  This information may appear either in a separate section or be integrated into the departmental statement. 

· Other Supporting Documentation

4.  
The dossier should be reviewed carefully by all tenured members of the Department or by the Special Committee.  A formal recommendation should be prepared by the department for submission to the Dean of CAS.  The recommendation should include: an evaluation of the faculty member’s progress thus far, in each of the three categories (teaching, professional and scholarly activity, and service to the College); an explicit recommendation for improvements in each of the three categories, as appropriate; a recommendation for continued appointment or non-reappointment.  The Department statement should also address the issue of department or program need and the potential flexibility and long-term contributions of the faculty member in other programs at the College.

5. 
The Dean of CAS will review the departmental recommendation and meet with the faculty member.  This meeting will involve a review of the faculty member’s progress to date and of the departmental recommendation, and will establish a plan for continued progress towards the tenure consideration.  The Dean will then draft a formal recommendation regarding the review and reappointment of the faculty member.  If the recommendation is for non-reappointment, the faculty member will be notified in writing by December 1.

6.   CTA will be sent a copy of the Dean’s review and recommendation and will monitor the implementation of this process.  Should the Dean’s recommendation for re-appointment be contrary to the department’s, the CTA will facilitate a discussion among the parties involved.  Points of disagreement should be clarified and resolved.

7.  The faculty member will write a response to the review acknowledging its receipt.  This response should be sent to the Dean and Department Chair with a copy to CTA by  December 1
. 

8.  The department's and Dean's recommendations from the mid-point review are not to be included in the tenure dossier.

E.   CAS Guidelines for Annual Review of All Faculty, CAS Merit Review Recommendations 
Statement of Principles

We have a primary commitment as a faculty to excellent teaching.  We also believe that teaching, scholarship, and service are not mutually exclusive categories, but rather that our scholarship activity informs and enhances our teaching and that service to the college is a central element of our membership as citizens of an academic community.

The expectation is that in any given year a faculty member will make some contributions in each of the three areas.  We also recognize that individual faculty members have different strengths and areas of focus and that the work of teaching and scholarship is integrated, recursive, and evolving.  Our goal is to engage in a merit review process that is holistic, developmental, and fair, both within and across disciplines and departments.  

The merit review process at Simmons is built on respect for our faculty.  We depend on faculty expertise at all stages in the evaluation process, and we assume that our faculty members know their profession and their individual fields well enough to be good judges of merit.  We rely on faculty members to contextualize their work within their own disciplines and we trust in their expertise.

Operational Assumptions

1. Though the standards for merit increases should be consistent with the standards for tenure and promotion, we recognize that the particular assessments would not necessarily be the same.

2. There are two ratings categories: good and very good. We expect that on a yearly basis, each faculty member’s performance will at least be “good” in all three categories; however, over the long term, we expect each faculty member to perform, more often than not, at the “very good” level in each category. We also acknowledge that the “very good” rating in all three categories has shades of difference. These differences can be ranked, if need be, by looking at the level of effort required; the quality, prestige, and importance of the work; and in terms of research, the extent and rigor of peer review involved.  The chair’s discretion, then, lies in the evaluation of the quality and quantity of the work.

Note: In exceptional cases of extraordinary performance, the chair will recommend to the dean an increase from the dean’s pool.

3. We acknowledge that assignments of merit are and always will be, to some extent, subjective. We believe that chairs must exercise their discretion in making the evaluations, most especially in the quality and the quantity of the work, according to criteria passed by the department and consistent with the standards listed in this document. The specific examples listed here have not been organized hierarchically.  They should not be construed as listed in order of importance, nor should they be transformed into a strictly quantitative checklist.  The purpose of the examples is to provide consistent parameters for faculty/administration negotiations on merit evaluation.

4. Based on these examples and a consideration of a department’s particular discipline(s), each department shall define the criteria that it will use to define merit. This information will be sent to the Dean and will be included among the materials submitted to CTA in tenure and promotion dossiers.  

5. The specific examples listed here reflect the aspects of teaching, scholarship, and service that are valued by the CAS faculty and define the spirit of the merit process.  We recognize that the list is not exhaustive, so that a department, with the approval of the Dean, may count activities that are not listed within the examples.  Should the Dean and the department disagree, the department may ask the Dean to first consult with CTA before making a final determination.   

6. The Dean shall evaluate a Chair’s teaching, scholarship, and service according to the criteria submitted by the individual’s department(s.)

7. The CAS -Merit Review Recommendations will be reviewed by the CAS faculty during the 2005-2006 academic year.
Areas of Evaluation
Teaching
Teaching is an intellectual activity grounded in expertise.  The essence of teaching is performance of the craft (lectures, multimodal instruction, labs, etc.) yet effective teaching must also include the elements of providing support to students as well as developing appropriate and challenging content.

Teaching is to be viewed as falling into 3 categories:  

· Classroom practice

· Course content

· Service to students

A good teacher continues to be a good learner, keeping up with current knowledge in the discipline and continuing to develop and refine pedagogy.  A good course begins with a clear, carefully planned syllabus that is continually updated to reflect changing knowledge and the changing needs and interests of students.  Good teaching requires careful preparation; clear lectures, presentations, and classroom discussions that address a range of learning styles; clear assignments; prompt, thoughtful, and constructive feedback on tests, papers, and other types of assigned work; regular office hours; flexibility and kindness; and dedication to the enterprise of learning. 

Teaching performance is evaluated by looking at syllabi and other course materials and by looking at the feedback provided in student evaluations.  Syllabi provide the basis for assessing the intellectual content, design, and workload in the course.  The assessment of student evaluations should take into account the type of course (non-majors, introductory, upper-level, graduate, mixed graduate and undergraduate), the role of the course in the department’s or college’s curriculum, the relative difficulty of the subject matter for the students, the number of students in the class, and the grades given in the course.  This assessment should look carefully at both qualitative and quantitative data.

Classroom visits are not part of the merit review process, although peer coaching is encouraged in all departments outside of the merit review process.  Peer review of faculty is required as part of the midpoint review and the tenure/promotion process.

The following list provides examples of factors relevant to the evaluation of merit in teaching: 

· Teaching outside one’s disciplinary area, for example:

· Teaching all-college requirements like MCC or an interdisciplinary Honors Program course (see also service)

· Developing and teaching an interdisciplinary course

· Developing and teaching a non-majors course 

· Course or program development/revision and pedagogical innovation

· Number of courses prepared on an annual or biannual cycle

· Infusing writing in the curriculum  

· Using appropriate modalities for communicating information 

· Using state of the art teaching technologies 

· Teaching evaluations 

· Consistently favorable evaluations

· Positive review of course content 

· Using appropriate techniques in assessing student learning

· Clearly stated teaching objectives on the syllabus

· Independent Learning

· Supervising Independent Study and Internship students, e.g.,

· liaison to student working in one’s own lab

· liaison to student pursuing project at outside institution.

· Student presentations at internal or external conferences and programs.

· Others

· Conducting content/pedagogy workshops for faculty 

· Receiving a teaching award

Scholarship
Scholarship is innovative work that contributes to an intellectual community.  In the Simmons context scholarship is defined expansively.  We expect Simmons faculty members to be active in their fields and to continue to develop scholarly or artistic work that is consistent with professional standards within each discipline.

Scholarship is to be viewed as falling into 3 categories:  

· Continued professional development

· Professional dissemination

· Professional leadership (including consulting)

Faculty members are expected to continue to work on their own research or creative work.  Scholarship may entail traditional research in the disciplines; research into effective pedagogical techniques; or the communication of information about the disciplines to the public, such as developing school curricula, designing programs for pre- and in-service teachers, or consulting for museums, libraries, or companies.   Creative work may include writing in various genres, visual art of various genres, media composition, and performance.

In assessing the merit of scholarship, it is important to bear in mind that different types of scholarly and artistic projects have different time frames and different contexts.  Although we value concrete evidence of productive scholarly or artistic work such as publications, performances, exhibitions, and awards, we recognize that it can be difficult to document the early stages of an artistic or scholarly project.  We encourage faculty members to document their own research and development as well as their scholarly and artistic productions.

The following list provides examples of forms of scholarship relevant to the evaluation of merit: 

· Publications, including:

· Expository articles in magazines or newspapers (depending on discipline)

· Scholarly articles in refereed journals, with particular recognition of the significance of publishing in journals recognized as “top-tier” by the disciplines or multidisciplinary fields.

· Books and monographs, with particular recognition of the significance of having books published by presses held in high regard by the discipline or field or multidisciplinary fields.

· Essay collections, textbooks, scholarly editions, and translations.

· Creative writing: poetry and fiction.

· Peer review of journal articles and/or book manuscripts

· Publication of book reviews, with particular recognition of the significance of publication in nationally recognized publications.

· Work for professional journal as a member of the editorial board or as an editor or reviewer

· Presentation of papers or posters at professional conferences, with particular recognition of the significance of national and international conferences.

· Work at conferences, including:

· Serving as a discussant or session organizers at professional conferences with particular recognition of the significance of national and international conferences 

· Serving as a panelist or workshop presenter at professional conferences with particular recognition of the significance of national and international conferences.

· Invited addresses, with particular recognition of invitation by prestigious institutions

· Acting as an expert advisor  

· consulting where appropriate to the discipline.

· developing school curricula. 

· designing and participating in programs for pre- and in-service teachers

· providing expert testimony or review

· acting as an invited juror in your discipline

· Continued professional development, as, for example:

· Taking a graduate course or a “short course” in a field related to one’s discipline for the purpose of increasing one’s professional knowledge base or scope.

· Attending a seminar or summer institute in a field related to one’s discipline, with particular recognition of invitation to prestigious seminars funded by national organizations.

· Research for the purpose of developing a new scholarly or artistic project

· Developing a professionally focused webpage 

· Creative or artistic work, including:

· Artwork, performing and/or composing music, musical composition and publication of musical composition, and public exhibitions of artwork

· Liner notes, program notes, and text translation (in music)

· Curatorial work

· Grants and Partnerships

· Applying for fellowships

· Writing grants

· Successfully receiving external or internal funds for research, equipment or  outreach projects.

· Facilitation of research-based partnerships with Boston institutions

· Scholarly contributions to professional organizations and outside institutions, including:

· Reviewer of research proposals for funding agents

· Leadership and/or workshop facilitator in outreach projects, funded and un-funded.

· Involvement as a judge in competitions, with particular recognition of the significance of national and international competitions.

· Research appointment at outside institution

· Service as external reviewer of a thesis or dissertation at another institution

· Invited external reviewer of tenure and promotion cases from other schools (demonstrates reputation and standing in the field as judged by one’s peers). 

· Service on scholarly committees of national or regional scholarly/professional associations

· Intellectual leadership in scholarly and professional organizations, (such as organizing conferences) with particular recognition of the significance of involvement in national-level professional organizations.

· External Recognition

· Book prize from professional organization or journal

· Other writing prize (for an essay, article, story or poem, for example)

· Prize for  a work of art or music

· Award for scholarly or artistic merit, from outside institution, professional organization, or journal

· Favorable review of scholarly or artistic work (particularly in top-tier journal)

Service

Service is the collaborative work involved in planning, administration, and governance.  In a small community, the importance of service cannot be overstated.  The central elements of service are participation and leadership in the collective endeavors of programs, departments, CASPS, the college as a whole, and the larger profession.

Service falls into four categories:  

· Service to department or program 

· Service to CAS

· Service to Simmons College

· Administrative Service to the Profession

Faculty members are expected to be involved in or available to serve both their departments and programs and the College as a whole.  Minimally, faculty are expected to attend department meetings, to be involved in admission activities, to advise (first-year students, students in the major, or graduate students), to attend faculty meetings, and to serve on college and departmental committees.

Leadership is also an important element of service.  Simmons values engagement, thoughtful participation, innovative ideas, and fair-minded, future-oriented leadership.  We rely on faculty to contribute to the health, stability, and growth of programs, departments, CAS, the college, and the larger profession.

The following list provides examples of forms of service relevant to the evaluation of merit: 

· Committee work, including 

· Service on a standing committee of the faculty or a significant subcommittee.

· Service as member of task force, ad hoc committee, etc. 

· Service on Federal and State regulatory committees (e.g., Animal Care, Controlled Substances, Human Subject, Radiation Safety) 

· Service  in all-college curricular programs (MCC and Honors) (see also teaching)

· Service on administrative committees of national or regional scholarly/professional associations

· Work on advising, including

· Receiving an advising award

· Advising student organizations or liaisons and other faculty contributions to student life

· Advising students on postgraduate education; writing recommendations for graduate and professional school applications

· Advising first-year students, transfers, and Dix Scholars (see also teaching)

· College-wide advising, such as health professions or pre-law

· Leadership

· Service as director of a program

· Service as chair of a department

· Service as chair of a standing committee of the faculty or a significant subcommittee.

· Leadership on college-wide special task forces (accreditation, strategic planning, new initiatives, presidential appointments, etc.)

· Leadership role in organizing and preparing major college or departmental evaluative processes or events

· Service to the Department, including

· Attending and organizing department functions such as career nights, independent study nights, thesis defenses, liaison activities

· Service on a department hiring committee

· Service on a department subcommitttee or task force

· Service work within the department, such as coordinating laboratories, managing darkrooms, organizing student internships, mentoring new faculty

· Work with Admissions, including participation in activities such as phone calling initiatives, presentations to accepted students and their parents, orientation, etc.

· Work with the broader community consistent with the Simmons mission, including:

· Creating and managing projects that raise the visibility of Simmons locally, regionally, nationally, or internationally

· Administrative leadership in scholarly and professional organizations, (such as organizing conferences) with particular recognition of the significance of involvement in national-level professional organizations.

· Organizing a concert or performance

· Invited lectures for trustees or alumni

· Facilitation of  non research-based partnerships with Boston institutions

· Representing Simmons in activities that contribute to the mission and/or raise the visibility of Simmons locally, regionally, nationally, and internationally (e.g., advising or all-college curricular programs) 

· Organizing all-College educational outreach events: lectures, brown bags, film series, etc.

· Writing grants/receiving funding for advising and/or all-College curricular programs

· Specific recognition of one’s service, as, for example, in the form of a service award

F. Tenure and Promotion of Joint Appointments

Faculty with joint appointments will be subject to the same guidelines and schedule for review as faculty with single appointments (see Section 2.4 of the Faculty Policy Manual, “Policies Pertaining to Promotion and Tenure”).  The tenure procedure should be an integrated one, with the faculty member’s respective units sharing responsibility for the review.

V.
Practices Governing Instruction 

A.
Administration of Classes

1.
Attendance 


The College expects both students and instructors to attend classes regularly and punctually. It is imperative that instructors dismiss their classes promptly at the close of the period and require students to leave the room at once, since the work of the next class is expected to begin immediately at the opening of the next period.

The College has no established penalty for undue cutting of classes. However, the instructor may take flagrant cutting or excessive absence into account in determining the student's final course grade. Instructors are not obligated to grant requests for supplementary work occasioned by a student's absence. A student may be required to withdraw from a course in which absences have been excessive. As a general guide, the Faculty has suggested that cutting is considered excessive when a student is absent from 25 percent of the total number of exercises in a course. If an instructor believes that a student should be required to withdraw from a course because of excessive absence, he or she should first consult with the Dean of the College. By Faculty rule, exclusion of a student from a course (Required Withdrawal, RW) requires the approval of the Dean of the College and the Chairperson of the Department in which the course is offered. 

Reports on attendance are not required. Each instructor may employ whatever method of record‑keeping best serves his or her purpose. However, when an instructor becomes aware that a student has been absent continuously for one week or more, he or she is requested to inform the Dean for Student Life immediately so that the absence may be investigated.

There is no specific penalty for student tardiness. Tardiness may not be recorded as an absence. Repeated or flagrant cases should, however, be called to the attention of the Dean for Student Life.

2.
Supplementary Instruction

Faculty is encouraged to give as much help to individual students as is practical and to hold regular office hours during the week in order to be available to students. For students who are experiencing academic difficulty, the Academic Support Center offers a variety of academic guidance services. Individual instructors or Departments recommend tutors used by this office. An instructor is not allowed to tutor students in the classes in which he or she instructs, in the sense of accepting additional compensation for the activity.
3.
Scheduling of Classes

Each spring the Registrar, who is responsible for the Master Schedule of Classes, contacts each Department Chairperson, Program Director and Program Coordinator in regard to the Schedule of Courses to be offered the following year. Chairpersons, Coordinators and Program directors submit to the Registrar the courses expected to be offered during the next two semesters and the summer terms, requests for time slots that conform to the accepted grid, and rooms to be used. Requests for hours and rooms are granted whenever possible; however, occasional deviations from a request may be necessary. In these instances the Registrar will consult with the appropriate person to work out alternatives. In courses that require laboratory sections, the sections are established to accommodate the needs of the course, the students enrolled, and the established grid. Once formulated, laboratory sections become part of the grid. Any request for a deviation from the grid must have the approval of both the Registrar and the Dean of the College. Any change from the final printed Schedule of Courses must be requested by the Department Chairperson, Program Coordinator or Program Director and approved by the Dean of the College and the Registrar before it can be effective.

Classes are scheduled according to a grid.  Classes meet for fifty minutes, three or four times per week or for two 90-minute periods.  Classes typically begin at 8:00 a.m.  Evening classes are scheduled from 6:30 p.m. to 9:30 p.m.  Classes are not scheduled on Wednesdays between 3:30 p.m. and 5:30 p.m, hours set aside for faculty meetings, committee meetings and student meetings.   

4.
Class Lists and Grade Sheets

Class lists are sent to the Department Chairperson, Program Director or Program Coordinator for distribution to instructors before the first day of classes.  These lists are official as of the first day of classes and provide an accurate record of student registrations. Instructors are also sent updated class lists at every Monday during the first four weeks of class. The list issued after the fourth week of classes (i.e. after the last day to add a course) is of particular importance. This list should be checked thoroughly, verified as correct, signed by the instructor, and a copy returned to the Registrar's Office. Any discrepancy should be reported to the Registrar's Office as soon as possible so that the student involved may be contacted and his or her registration corrected. Except in the case of a clerical error, reporting a discrepancy to the Registrar's Office or adding or deleting a student's name from a class list does not effect a change; it is ultimately the responsibility of each student to make sure that his or her registration has been updated as necessary.

Grade sheets will directly reflect the corrections made on class lists. An evaluation is expected to be submitted at the end of the semester for each student appearing on this final list. Students who have elected to take a course on a Pass/Fail basis will be identified on the class lists and grade sheets by the placement of a P in the right-hand column next to their names. Instructors are to submit only a P or F evaluation for these students. The names of all students electing the Formal Audit will appear on the grade sheet with the notation AU in the grade column.

5.
Course Changes

No student is allowed to add a course, withdraw from a course, or transfer from one course or section to another without completing the drop/add form.

Drop/Add forms are available in the Registrar's Office and require the approval of the student's faculty advisor, course instructor and the Registrar. In order to add a course after the second Friday of the semester, a student must obtain the signature of the course instructor. A student may not add a course after the fourth Friday of the semester.

Once enrolled in a course, a student is considered to be in that course until such time as he or she officially withdraws. No record of that course will appear on the transcript of a student who withdraws on or before the fourth Friday of classes.

The final day for an official withdrawal is the eighth Friday of classes in a given semester. A grade of "W" is recorded on the student's permanent academic record for any course dropped between the fourth Friday and the eighth Friday of the semester. Any withdrawal form received after the eighth Friday of the semester will require a petition to the Administrative Board. Any student who fails to attend a course for which he or she is registered and has not officially withdrawn will receive a grade of "Fail" for that course.

Subject to the approval of the Department Chairperson or the  Dean of the College, an instructor may require a student to withdraw from a course at any time during the year, if the instructor is satisfied that the student has no prospect of improvement and is receiving little or no benefit from instruction. In this case a grade of "RW" is recorded on the student's permanent record, which will affect the student’s GPA in the same manner as a grade of failure.

6. 
Declaration of Major

Students are allowed to declare a major after the completion of 32 credit hours, but not later than the completion of 80 credit hours. 

7.
Competency Requirements

Students must complete the first-year multidisciplinary core course or its equivalent, show competence in basic math skills, and show proficiency in a foreign language. Competency courses may not be taken for the pass-fail grading option. The course requirement in basic math skills should be completed by the end of the student's third semester of work at the College. 

8.
Course Audits

There are two forms of audit: Informal and Formal. The rules governing Informal and Formal Audit apply to undergraduate students. Informal Audit requires the permission of the instructor. The instructor keeps no record of the student’s work, and the student is not permitted to submit work for evaluation. The student's name does not appear on the class list or grade sheet, nor does completion of this audit appear on the transcript.

The guidelines for a Formal Audit are as follows:

a .   Any full‑time undergraduate student who is not a first‑semester freshman may officially audit one undergraduate College course per semester, provided that she has the permission of the instructor and agrees to abide by the instructor's conditions for the Formal Audit. Each instructor may define the conditions for Formal Audit in whatever way best suits his or her course and teaching style; this includes the right to deny any Formal or Informal Audit. There is no fee for the Formal Audit.

b.
Permission to enter class as a formal auditor will be considered during the first four weeks of each semester. The instructor may grant permission by having the student submit to the Registrar's Office a form signed by the instructor and the student in which the agreed terms of audit for that course are stated.

c.
During the third and fourth weeks of the semester a student may change status from Formal Audit to Course Credit only with the instructor's permission. After the fourth week no change from Formal Audit to Course Credit is permitted.

d.
The class list will identify each student who is a formal auditor. The grade of AU (Audit) will be entered upon the student's transcript only after she has satisfactorily completed her auditing obligations as established by the instructor.

e.
The student who wishes to withdraw from a Formal Audit agreement may do so at any time. Her name will then be dropped from the class list.

f.
A course taken as a Formal Audit does not fulfill any College requirement. (This includes both all‑College and Program requirements.)

9.
Alumnae/i Audits

Alumnae of the College may audit regular courses using the procedures and under the conditions specified below. Requests for an audit may be obtained in the Office of the Alumnae Association. Permission to audit must be given by the instructor (see exception for departmental graduate programs below) in the course before verification of alumnae status is obtained from that office. After all approvals are granted a fee established yearly for each course should be paid directly to the office of the Bursar (please note exception for the Graduate School of Library and Information Science alumnae/i noted below). No record of these audits will be kept by the Office of the Registrar or by the instructor and there is no provision to allow a change from audit to taking a course for credit. All audits are offered on a space‑available basis. The following specific conditions apply:

a. 
Undergraduate alumnae may audit undergraduate courses only,

b.   Graduate Alumnae/i from departmental graduate programs (Children's Literature, Communications Management, Education, English, French, Spanish, and Gender and Cultural Studies) may audit courses only within their respective programs or from the undergraduate curriculum.

c.
Graduate alumnae/i from departmental programs must receive permission from the program director to audit within their program.

d.
Graduate Alumnae/i of the Graduate School for Health Studies (GSHS) may audit courses only within the GSHS or from the undergraduate curriculum.

e.
Graduate alumnae/i of the School of Management (SOM) and the School of Social Work (SSW) may not audit graduate courses within their respective programs. They may audit courses from the undergraduate curriculum.

Graduate alumnae/i of the Graduate School of Library and Information Science (GSLIS) may audit courses in the GSLIS for a fee equal to one‑half the normal tuition rate. Interested alumnae/i should contact the Office of Admissions/Registration of the GSLIS for procedures and information. They may also audit courses from the undergraduate curriculum.

10.
Inter‑Institutional Cooperation

Students interested in cross registering at other colleges with which Simmons maintains formal cross registration arrangements should consult with the Office of the Registrar.  The Colleges include Emmanuel College, Hebrew College, Massachusetts College of Art, Massachusetts College of Pharmacy and Health Sciences, The New England Conservatory of Music, Wentworth Institute of Technology and Wheelock College.

Colleges of the Fenway is a collaboration of six Fenway-area colleges—Simmons, Emmanuel College, Massachusetts College of Pharmacy, Wentworth Institute of Technology, and Wheelock College– whose goal is to expand and enrich the undergraduate academic offerings and co-curricular activities to students at each participating institution.  


11.
Final Examinations

Department and program Faculty members will indicate to the Registrar which of their courses will have scheduled final examinations during the final examination period. A final examination will not be longer than three hours. No student will be scheduled to take more than two final examinations in one day.

Examinations scheduled by the Registrar's Office during the final examination period cannot be taken at any other time. No instructor may change an examination time once scheduled by the Office of the Registrar, or give a final examination to an individual student other than at the time officially scheduled.

Students are advised to plan their vacation schedules to begin after the last testing period of the semester. Any student with a conflict in a scheduled final examination should consult the Registrar. Scheduling exceptions resulting from extreme personal hardship should be referred to the Dean for Student Life.

No examination, either hourly or final, may be given during the final week of classes. The final week is defined as the last 5 days during which classes are held. Take‑home final examinations may not be made due until after the beginning of the final examination period. All papers and projects should be due before the final week of classes.

Absence from a final examination will be treated as any other incomplete evaluation. An Evaluation must be submitted by the scheduled date for final grades unless a petition for an extension of time has been approved by the Administrative Board. Arrangements for make‑up examinations are the responsibility of the Department or Program sponsoring the course. In certain circumstances, upon prior approval , a student may be excused from an examination which he or she is unable to attend because of religious beliefs.


B.
Marks and Evaluations

1.
Grade Policy

The grading system employs 12 categories of letter grades: A, A‑, B+, B, B‑, C+, C, C‑, D+, D, D‑, and F. A regularly enrolled Simmons student may take no more than one four‑credit course Pass/Fail in any semester. A student may designate her grading options by filling out a form in the Registrar's Office. This may be done at any time up to (but not after) the day designated as the final day to add a course in each semester. Any student who fails to do so will automatically receive letter grades. Students are not allowed to use the Pass/Fail grading option for competency or competency‑type courses. The grading symbols are defined as follows:

A = Excellent

B = Good

C = Fair

D = Poor

F = Fail

P = Pass

F = Fail

S = Satfactory  (for certain year-long courses)

U = Unsatisfactory  (for certain year-long courses)

Au Formal Audit

W Approved Withdrawal

RW = Required Withdrawal

I = Incomplete

In determining the cumulative quality of a student's work, the following numerical valuations are assigned to each letter grade: A = 4.00, A‑ = 3.67, B+ = 3.33, B =3.0, B‑ = 2.33, C = 2.00, C‑ = 1.67, D+ = 1.33, D = 1.00, D‑ = 0.67, and F 0. Distinguishing between Pass and Fail implies that a course has minimum standards of performance. A student performing below the minimum standards receives a grade of F. A student who receives a grade of F in a Pass/Fail course receives no credit for the course, and the F will be averaged into the student's grade as zero. A student who receives the grade of P in a Pass/Fail course receives credit for the course, but the P is not averaged into the student's GPA.

Every student newly enrolled on or after September 2002 must obtain a minimum Grade Point Average (GPA) of 2.00 (1.67) to be eligible for the baccalaureate degree. A student's GPA is calculated from all courses taken at Simmons under the letter grade system.

Students in the Nursing, Nutrition, and Physical Therapy Programs are advised that they must select the letter grade system for prerequisite and core courses in the concentration.

2.
Grade Reporting 

Before the final examination, the Registrar's Office will make available to each instructor an On-Line Grade Sheet for each course listing each student officially enrolled in the course. A “P”  indicates a Pass/Fail student. The instructor is to mark the proper grade earned opposite each student's name on the On-Line Grade Sheet.  On-Line Grade Sheets are to be submitted not later than the date of final submission of grades established by the Registrar. Subsequently, instructors will receive paper copy Grade Sheets from the Registrar for their records. SINCE THE ON-LINE GRADE SHEET IS THE OFFICIAL REGISTRATION LIST FOR EACH COURSE, NO ADDITION or DELETION SHOULD BE MADE WITHOUT CONSULTING THE REGISTRAR. 
3. 
Grade Changes 

The Faculty has determined that the only acceptable reason for a change of grade is clerical error or a procedural violation (see below). An instructor can change a grade only by submitting to the Department Chairperson or Program Coordinator a written recommendation containing a description of the error made. The Department Chairperson or Program Coordinator must approve the grade change before submitting it to the Dean of the College. The Registrar will effect a grade change only upon approval of the Dean.

4. Grievance Procedure
A student with a grievance regarding a grade should first discuss the grievance with the instructor. If issues are not resolved, the student should talk to the program director. In the event that the issue is not settled within the program, the student may bring the matter to the Associate Dean of the College as a formal grade appeal.
5. Incomplete Evaluations 
All work in a course must ordinarily be completed by the last day of final examinations. When an extension of time is desired beyond the day grades are due, an "Incomplete" is reported on the grade sheet to the Registrar. All grades of Incomplete evaluations must be accompanied by a Petition for an Incomplete Grade for approval of the extension. Such a petition, submitted jointly by the student and the instructor, should contain the following information:

The student's reason for failing to complete the work on time (usually approved only for cases of verified illness, extreme hardship, or unusual circumstances beyond the student's control).

A suggested date by which the instructor will report a grade to the Registrar. (Normally the Administrative Board limits course completion to the second week of the next semester.)

The Registrar will automatically convert any grade of Incomplete that is not accompanied by a Petition for an Incomplete Grade to an F immediately after the day grades are due.

6. Withdrawals from Courses 
Any student who drops a course after the fourth week of the semester will have one of the following designations entered on her transcript:

W ‑ Approved Withdrawal. The transcript will show W only. The student's grade at the time of withdrawal will not be indicated.

RW ‑ Required Withdrawal. The transcript will show RW only, with no evaluation. The grade of RW is to be included in the calculation of a student's grade point average, with a valuation of 0.

7. Dean's List
The Dean's List is compiled each semester to recognize academic excellence of undergraduate students. To be included on the Dean's List, a student must have obtained a GPA of at least 3.50 during the semester, must have earned at least 12 credits using a letter grade system, and must not have been found guilty of an Honor Code violation.

8. Academy
Academy is the honor society of Simmons College. Students are considered for membership in Academy at three times during their senior year. Those selected in the fall will be inducted into Academy at Honors Convocation. Students whose superior achievement at Simmons places them in the upper ten percent of their graduating class will qualify for admission into Academy, provided that the following qualifications are met:

a.  The student's cumulative average is based on at least 48 hours of course work taken at Simmons for letter grades (i.e., at least 48 hours of Simmons credit); with the exception of Nursing transfer students who must have 44 sem. hrs. of letter grades) 

b.
The student's cumulative average is based on all courses appearing on the transcript, except the following: i) courses taken Pass‑Fail in which the student receives a grade of "P"; ii) courses taken at another institution, except those in the interinstitutional agreement; iii) domestic exchange courses; iv) Study Abroad Program courses; and v) courses from which the student has withdrawn ("W"); and

c.
The student has not been found guilty of violating the Code of Responsibility. A student who is a member of Academy and is found guilty of a violation of the Code of Responsibility shall be subject to removal from Academy. For enabling provisions, see the Student Handbook.

9. Latin Honors

Summa cum laude, magna cum laude, and cum laude are granted to graduating seniors who achieve grade point averages at a distinguished level.  The levels are as follows:

Summa cum Laude

3.9-4.0

Magna cum Laude

3.75-3.89

Cum Laude


3.55-3.74

10. Granting a Degree Posthumously

If an undergraduate student dies in the second semester of her senior year (normally having completed 108 of 128 semester hours), she may be awarded the degree posthumously. The conditions governing the awarding of the degree are: the student must be in good standing; must receive the recommendation of her department, the Administrative Board, Faculty, and members of the Corporation; and the student's record must be marked "degree posthumously awarded." The student must have met her financial obligations to the College.

VI.
The Honor System

The Simmons College Honor System was initiated in 1907 and revised periodically since that time.  The Honor System, as it currently exists, is outlined in the Student Handbook.  Instructors are urged to read the Code in its entirety and direct any questions to the Office of the Dean for Student Life and to members of the Honor Board.  In academic matters, the instructor and student have a dual responsibility to cooperate mutually in maintaining the ideals of the Honor System.  The instructor is expected to conduct his or her courses within the spirit of the Honor System, and the students are expected to conform to the Honor Code (See Simmons College Student Handbook).
A.
The Code of Responsibility

The students, Faculty, and administrators of Simmons College agree to accept the following responsibilities:

1. Each member of the Simmons College community is responsible for maintaining a high level of integrity, honesty, and trust within the community.

2. Each student is responsible for presenting work of her own creation, and for not representing as her own, work that is not her own.

3. Conduct in keeping with the policies outlined in the Student Handbook and all other official College publications is expected of each member of the Simmons community.  

The Code of Responsibility is shared by the entire Simmons community.  It implies that each segment has obligations based upon its specific function within the College.

B. 
Faculty Honor Code Responsibility 


At the beginning of each semester, each instructor is expected to define and explain, clearly and carefully, standards of conduct as they relate to cheating and plagiarism in his or her course.  This should include, where appropriate, instruction in the proper use of footnotes, outside source material, quotations, etc.  The instructor should also clarify his or her interpretation of individual work, and the extent to which student collaboration and the use of outside assistance will be permitted on papers, laboratory reports, and in-class or take-home examinations.  In defining cheating and plagiarism, the instructor will be guided by the Statement on Cheating and Plagiarism. Ideally, instructors will give a graded assignment before the add/drop period has passed.


Each instructor is asked to make conditions in class and examination rooms conducive to the best possible academic achievement of the students.  To reinforce student responsibility under the Honor System, each instructor should remind students to write the Honor Pledge on all major examinations before the testing begins.  During an examination or quiz, the instructor should remain in the room at least long enough to answer questions regarding the examination.  Instructors may remain in the room for the duration of the exam, and are especially encouraged to do so at the request of the students in a crowded classroom or during an objective examination (e.g., multiple choice test items).  Instructors should remind students that examinations may not be removed from the assigned examination classroom unless otherwise specified.  Instructors should also indicate any time limits that apply and procedure for returning the examination up on completion. If an instructor decides not to remain in the classroom for the duration of the exam, the class should be told where the instructor can be reached during the examination for the purpose of answering questions. Student with disabilities should register with the Disability Services office. The office will determine if extra exam time is needed and will provide documentation to the faculty member.   


Take-home examinations, when assigned, should not have a closed-book timed format.  Instructors should provide specific written instructions as to use of source materials, time limitation, and methods of returning the examination.  The instructor should also indicate where and when he or she can be reached in the event that further clarification is necessary. 

C.
Administrative Honor Code Responsibility

Each administrator is responsible for clarifying Honor System politics and procedures with respect to the function of his or her office.  Such clarification should appear in official publications of the College and on official forms distributed by the office.

D.  Student Honor Code Responsibility

It is a student’s responsibility not to participate in or condone cheating or plagarism.  Cheating is representing someone else’s work as being your own.  Examples of cheating are:

1. Copying another person’s test, paper or report.

2. Collaboration:  a) working with another person or persons in the execution of a test, report, or paper without authorization to do so;  b) discussing a test, report, or paper without authorization to do so.

3. Use of crib notes:  referring to notes brought to class for use during and examination without authorization to do so.

4. Use of books, class notes, or other source materials during an examination without authorization to do so.

5. Laboratory violations;  Except where collaboration is permitted or special regulations are made by the instructor, all work for which credit is sought must be performed by the individual student.  The unsanctioned use of old lab reports is a violation of the Code.  Where procedures are not clear, it is the responsibility of the student to confer with her instructor. 

6. Computer violations:  Except where collaboration is permitted or special regulations are made by the instructor, all computer work for which credit is sought must be performed by the individual student.  Tampering with, or unauthorized reading of files belonging to other individuals is a violation of the Code.  Where procedures are not clear, it is the responsibility of the student to confer with her instructor.

7. The violation of any other explicit regulation announced by the instructor and/or circulated in writing to each student at the beginning of the semester.

Plagiarism is the intentional or unintentional use of someone else’s words or thoughts without giving proper credit.  All work for which a source is not cited is assumed to be the sole product of the author (i.e., student).  This includes handing in as her own work a paper on which a student has received extensive aid with substance and/or structure as well as using one paper for more than one course without authorization to do so.  Therefore, when using footnotes or other devices, direct quotations must be enclosed in quotation marks.  Each instructor is responsible for clarifying the application of this definition within the context of his or her specific discipline.  Further clarification of the rules regarding plagiarism can be found in Sources, a handbook mailed to all new students.

VII.
College Policies and Benefits:  See the Employee Handbook.

VIII.
Procedures for Maintaining Information Related to Faculty Business and for Amending the BGI DGI 


The Dean will appoint an individual in his/her office to be responsible for incorporating into this document new, relevant motions passed by the CAS faculty.  At other times, FC, in consultation with the Dean, may make stylistic changes or may edit for clarity.  The CAS faculty must pass any changes that modify the intent or the spirit of the document.  

All policies mandated in the Simmons College Faculty Policy Manual supercede those relating to the same subject and included in this document.  Should any such inconsistencies come to light, FC, in consultation with the Dean of CAS, will make the appropriate adjustments to this document.  In all such cases, the CAS faculty will be notified of such changes.  

IX.
CAS Participation in All-College Issues, Governance, and Advisory Roles

To be added

�what about the Associate Dean


�Kathy Rogers mentioned further defining, what about visiting faculty, faculty on sabbaticals and leaves?





�isn't annoucements always the second item on the agenda?


�Faculty Senate? should disbanded committees be removed from list?


�should we include all-college committee charges, especially for Fiscal affairs since there must be two members from School, and isn’t honor board all-college?


�does this exist


�email?


�kathy rogers suggested adding July and say that by July 1 the President be notified the names of each School's representatives to the Hearing and Review Committee


�Someone from Academic Support?


�has this since changed?


�Isn't this Committee All-College?


�define


�?????


�is this done?


�There needs to be more time here for the Dean


�More time


�Would need to be changed if timeline is extended


�Why not?


�???? is this related to faculty sentate??
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