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PREFACE

The Academic Articlearethe normativestatement obniversitypolicies.However theyare
generallycastasbroadprinciples.This Referenc&suideis anattemptto providespecific
guidanceon mattershateither ardeft to interpretaion or arenot coveredoy the Academic
Articles. As such,theyrepresenthe standardandexpectegroceduresndpoliciesof the
College.Theseproceduresmndpolicieshavebeendevelopedn committeesandapprovedoy the
College Councilthechairpersonsf the College,or the Dean'sOffice. The Reference Guidalso
containsa collectionof bestpracticesandcreativeideasthathaveemergedn discussioroverthe
years.

We makethe Referencé&uideaswidely available withinthe Collegecommunityaspossble. An
electronicversion isavailableon theCollegewebsitefor all facultyto consultBecausesome

materialis mildly sensitive, th&uidecan beaccessednly througha Notre Dameaddress.

We offer the Referencé&suidein thespirit of opennesandsharedyovernanceOur intentionis
to promoteequityandexcellencen the College.We welcome suggestioradrecommendations

from chairpersonsndfaculty alike.

Thanksaredueto all of youwho havehelped usarticulatetheidealsandthe processesf the
College.Thankyou aswell for yourwonderfulcontributions to oudistinctive intellectual
community.My very bestwishesto you for anotherich andstimulatingyearof teaching,
researchandserviceat the Universityof Notre Dame.

ob ., ™
\X U’\SIOAB



EXECUTIVECOMMITTEE OF THEOLLEGE ANDHEIRDIRECTREPORTS

DEAN

JOHN T. MCGREEVY

IAOOG ShaugbDeane s sy
As deanof the Collegeof Arts andLettersat the Universityof Notre Dame JohnT.
McGreevyis responsibldor the overallvision andstrategyof the College.He oversees
both theacademicoreand thesupportstructureof the College.In cooperatiorwith
faculty membersandother administratorshe deanseekgo advanceArts andLetters
while integratinghe variousaspect®f NotreD a m driadic identity asa residential
liberal artscollege,a dynamicresearchuniversity,anda Catholic institutiorof

internationalkstanding.

The dearoversees thU n i v e pregramgndhe Division of the Arts, the Division of
theHumanitiesandthe Division of the SocialSciencesappointsandoverseesssociate
deansandthechairpersonsf 20 departmentaswell asselectedlirectorsandsupport

staff; andsupportsandevaluategheteachingandresearclof faculty members.

DeanMc Gr e &eyregpansibilitiesnclude:overallvision and strategic plannintenure
andpromotiondecisionshigh-level appointmets tofaculty positions,including external
recruitmento full professorshipandendowedchairs;appointmenandreview of
departmenthairpersonsundraisingandexternalrepresentatioandadvocacymajor
budgetingesponsibilitiesandpriorities; leadershipdevelopmentvithin the College;

departmentaleviewsandevaluations.

 MATTHEW ZYNIEWICZ, D e a fEx@autiveAdministrator

 KARIN DALE, D e a Wdmsnistrator

DEANGEXECUTIVEADMINISTRATOR
MATTHEW ZYNIEWICZ
D e a mExecutiveAdministrator

AstheDean OEsecutive AdministratonMatt coordinateshe developmentassignment,

andexecutionof specialprojectsatthed e a diréconandservesastheadministrative

liaisonfor the College Councilthe Executive Committeegndthe meetingsof deansand
2
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chairpersonsHe performsadvanceddiversified,andconfidentialexecutivesupportfor
the Dean,striving to relievethe Deanof asmuchadministrative detakspossible. Matt
workswith membersf the executive teamandstaff andwith othersacrosscampus the
U.S.andabroado helpaccomplishmultiple tasks providingresearctand advice where
appropriateo the Dearregardingsensitivessueghatarise.He directghe planningand
executionof the Collegeof Arts andLettersannualdiplomaceremonyduring

commencemenveekend.

ASSOCIATEDEANS

PETERHOLLAND
Associate Deafor theArts

Peter coordinatesith all departmenta theDivision of the Arts on facultyrecruitment,
offers,leaves honregularfaculty appointmentandsalariesdepartmenprogram
reviews,graduategrogramdevelopmenand fundingandstrategiegor facultyand
departmentdevelopmentHe alsoservesaspoint of contactto all Arts andLetters
department$or SpecialProfessionaFaculty(SPF)hiresandrenewalsAdditionally,
Peterwill develop andimplementstrategiedor integratingthearts into thdife of the
College,recruiting studentmajorsin thearts,implementinghe Decadeof the Arts, and
serveasliaisonto the DeBartoloPerformingArts Center (DPAC)the SniteMuseumof
Art, andthe School of Architecture.

 CHLOE LEACH, SeniorAdministrativeAssistant

ELISABETHK LL
ActingAssociate Deafor theHumanitiesand Faculty Affairs

Elisabethcoordinates with all departments in the Division of the Humanities on faculty
recruitment, offers, leaves, noagular faculty appointments and salaries, department

program reviews, graduate program developraedtfunding and strategies for faculty

and department developmehtisabetra | so coor dinates thke Coll e
Fellowship program and is leading a strategic review of space for Humanities
departments and progr ams iEhsab&lh&tlesfaguiyn e s sy

affairs issues including requests for FMLA and maternity leaves; she also chairs the



Advisory Committee on Women in Arts and Lettdftisabethserves as liaison to the

Office of the Provost, the Office of General Counsel, and Human Resources.

1 MEGAN SNYDER, Senior Administrativ€oordinator

JAMES BROCKMOLE

Associate Deafor theSocialScienesand Research

Jamegoordinatesvith all department# theDivision of the SocialScience®n faculty
recruitmentpffers,leavesnonregularfaculty appointmentsandsalariesdepartment
programreviews,graduate programevelopmenand fundingandstrategiedor faculty
and departmentlevelopmentAdditionally, Jamegprovidescoordinatiomandservesas
the College pointof-contacton researchn the College,includingthe administratiorof
researchundingfor the College,andcoordinatesvith depatmentsregardingcompliance
iIssuesadministeringandinitiating requestdor costsharing,supervisingandreviewing
the Collegegrantsprocesses, approviradl grantsubmissionsgoordinatingwith journals,
interdisciplinarycentersandprogramsandoverseeinghe Institute for Scholarshim
theLiberal Arts (ISLA). Jamesservesasliaisonto Notre Dame Research (formerly
known as Office of Researclthe Graduate School,andthe Centerfor Research
Computing(CRC).

1  JENNIFER PETERSEN SeniorAdministraive Assistant

ESSAKA JOSHUA

Associate Deafor UndergraduateStudiesand Director of theOfficefor Undergraduate
Studies

Essakas theDirectorof the Office for Undergraduate Studiesmdoverseeshework of
theassistanteansShemonitorsall Arts andLettersUndergraduatedegreeprograms,
including Collegewide undergraduate programet housedn adepartmen{suchas
Glynn Family Honors)and thosefferedin affiliated centersprogramsandinstitutes;
shehelpsto coordinateanddevelopinter-collegiate programandsupervises
supplementamajors,interdisciplinaryminors,andarea studieminors.Essakachairsthe
Undergraduate Studi€ommittee which reviewsstudentproposaldor selfdesigned
majorsandfaculty proposaldor departmentahrd interdisciplinaryminorsaswell as

generalundergraduate matteiSheworkswith departmentsn Collegewide
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requirementandinitiativesthatinclude thesisvriting, undergraduatessearchwvriting
intensive requirementlpnorstracks,andboth theUniversityandCollegeSeminarsHer
dutiesalsoincludeoverseeinghe selectionof facultyteachingawardsn the College,
monitoringenrollmentissueshandlingappealsn Honor Codeviolation casesand
helpingto coordinate anglanthe collegiateportion of UniversityeventssuchasFirst
YearOrientationandadmissionsecruitmentvisitations. Sheoverseeswo faculty-
fundinginitiatives: TableTalk andTeachingoeyond theClassroomEssakaervesas
liaisonto anumberof Universityunitsincludingthe Office of the Registrarthe Office of
StudentAffairs, the Office of InternationalStudiesthe Career Centethe Centerfor
SocialConcernstheFirst Yearof Studiesthe KanebCenterfor TeachingandLearning,
the Office of Undergraduate Admissiomsdthe other College#n theUniversity.

 BRENDATESHKA, Senior AdministrativAssistant
 LAURIE MASTIC, Senior Administrative Coordinator

INSTITUTEFORSCHOLARSHIRN THE LIBERALARTS(ISLA)
ALISON RICE
Director, Institutefor Scholarshign theLiberal Arts (ISLA)
Alison directsthe Institute for Scholarshim theLiberal Arts (ISLA), which wasfounded
to build, sustainandrenewa distinguishedaculty in thearts,humanitiesandthe social
sciencesto fostergraduate andndergraduate resear@mdto facilitateandenhancehe
intellectuallife of the collegeandcampusAlison and heistaff overse¢heprovision of
grantsfor faculty researchtravelto internationalkconferencesspeaker seriesnd
conferencegpublicationsubventionsandother esearchexpensesThe staff of ISLA also
oversedahefundingof theUndergraduate Resear€pportunityProgram(UROP),which
providessmallsupervisedesearclgrantsfor undergraduatesndgraduate student
researclawardsn addition tointernalgrantsupport,Alison andherstaff provide
information,advice,andassistance finding andobtaininggrantandfellowshipfunds
from public andprivateagencieso supportfaculty scholarshipTo supportfaculty and
gr aduat eschelarshigeftortst ISLA providesseedmoneyfor projectsthat
preparghewayfor the grantandfellowshipapplicationsISLA staff offer avarietyof
otherfaculty developmenactivities,suchasworkshops oracademiavriting and
academic pregsublishingandassistancevith conferenceandlecture serieplanningand

executionFinally, Alison andher staff maintaifinesof communicatiorwith Notre
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Dame Researclhe Graduateschool,Corporate antroundatiorRelationsn
Developmentand other NotreDamelnstitutesthatsuppot research.

1 KENGARCIA, AssociateDirector, GrantandFellowships
LoRILOFTIS, Assistant DirectorGrants andrellowships
KARLA CRUISE, Assistant DirectorStudentPrograms
LAURI ROBERTS AssistantDirector, AcademicConferences
KRISTENGARVIN-PODELL, AcademicConferenceSpecialist
CHRISTINA RIES, AdministrativeAssistantAcademicConferences

THERESEBLACKETOR, Administrative Assistant, Student Programs

= —. _—a _—_a _a _a _a

PAT BASE, Senior Administrativédssistant

1 AFFILIATED STAFF
A MEGAN SHERIDAN, GrantsBusinessvlanagement

A SHANNON BucHMAN, Grants Businesslanagement

FINANCEAND ADMINISTRATION
MICHELLE LACOURT
SeniorDirector, Financeand Administration
Michelle overseesheC o | | &sgaéntaisagemerandadministrative systemghis
positionincludescoordinatingandsubmittingtheC o | | ampualénsestrictecdbudget
anddirectingstewardshipftheC o | | eegtrectédsesourcesTherole facilitateshe
managemerandadministratiorof all College officeswvith departmenthairsand
directors Michelleis thecentraladministratorfor all staffin the Collegeandhandlesall
staff issuesbovethe departmenor unit level. This persorsuperviseshe business
infrastructureof the College,including FacultyServicesandthe copycenterd DCL
Servicesandthe Collegesupevision of the Arts andLettersComputingOffice (ALCO).
This rolealsoprovide oversighanddirectionfortheC o | | acgdemispaceplanning
andmanagement.
T Mo MARNOCHA, AssistanDirector, PersonnendOperations Specialist
1 MATTHEW FULCHER, Assistan Director,Facilities& AcademicSpace
1 T.D.BALL, StaffAccountant
1l
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COMMUNICATIONS

KATE GARRY

Director of Communicationand Marketing

The communications director is responsible
stratgic communications plan. This position leads key internal and external
communications and marlkeg initiatives for the College and represents Arts and Letters
across campus, coordinating on strategies and messaging that serve wider University
goals and ammunications initiatives. The Office of Communications also assists
departments, centers, institutes, and special programs in the College vytiotap
communications projects.

JOSHWEINHOLD, AssistanDirector

CHANTELLE SNYDER, GraphicDesigner

SteVE KoicH, Web Strategist

CARRIE GATES, Communicatios Specialist

Tobb BorUFF, Video Producer

= . —a _—_a _—_a _a

KiMm MURRAY, Staff Assistant

DEVELOPMENT

MARIA DI PASQUALE
Director of AcademicAdvancement

This positionservesastheliaisonbetweerthe Dean thefaculty,and he developmenbffice,

working to generatesupportfor the academigriorities of the College.

OFFICEFORUNDERGRADUATESTUDIES

ASSOCIATE DEAN

ESsAKA JOSHUA
Associate Deafor the Office of Undergraduate Studies

Essakas theAssociate Dean fahe Officefor Undergraduate StudieSheis alsoa

memberof the ExecutiveCommittee

I BRENDA TESHKA, SeniorAdministrativeAssistant



ASSISTANT DEANS
All assistantdeansadvise undergraduate studemsmattersthatincludestudyabroad,
overloadsdropping andaddingclassesleavesdismissals anadthergeneralpolicy
matters,aswell asscholarshipandfellowshippossibilities fundingfor researchand
internshipsandindividual academic interestandtrajectories.Theassistantleansserve
on theCollege Adnissionsccommittedor readmittedstudentsand theCollege Council.

JOSEPHSTANFIEL
AssistanDeanand Director of Advising

Joseph is th®irectorof Advisingin theOffice for UndergraduatStudiesand
supervisesheassistantleansHe advisesstudens in theR-Z alphabeticatohort.
Additionally, heoverseesheimplementatiorof variousintellectualenrichment
initiatives,includingtheD e a Fdllawvsandits annual publicdebateHe alsoproduces
Vantage Pointanacademicpolitical, andcultural discussiorprogrambroadcasbn
NPR.He interviewsOxford StudyAbroadcandidatesndis amemberof the Arts and

LettersSummennternshipSelectionCommittee.

COLLIN MEISSNER

AssistanDean

Collin advisesstudentsn theA-E lastname cohortn addition to generalArts andLetters
advising,DeanMeissneris responsiblefor communicatingcollege policies in  various

formats,includingthe Guideto Undergraduate Teaching.

AVA PREACHER

AssistanDean

Ava advisesundergraduate studentstheL-Q lastnamecohortatthe sophomore,
junior, andseniorlevels.Sheis theprelaw advisorfor students in thérts & Letters,
Architecture EngineeringandScience collegesSheserveson theUniversity Committee
on WomenrFacultyandStudentsas well aghe Committee on SexualAssaultPrevention.

Sheis alsothefaculty advisorfor the Mock Trial Teamandthe PreLaw Society.

NicHOLASYV. RuUssoO
AssistanDean



Nick joinedthe Office for Undergraduate Studi@s 2011. He advisessophomores,
juniorsandseniorsn theF-K lastnamecohort. In additionto generalArts andLetters
advising,Dean Russalsoservesascontactfor Notre Damestudentsnrolled or
interestedn theSaintM a r ¥ dllsge EducatioertificationProgram. His other
responsibilitiesnclude variaisinitiatives suchasthe e-Portfolio advisingproject.
Beyondacademic advisindie holds aconcurrenappointment in theDepartmenbf
Theologywhereheteachesntroductoryundergraduateoursesand graduate summer

coursesn liturgical history.

VICKI TOUMAYAN
AssistanDean

Vicki advisesall studentsn the APH2 (Arts andLettersPre-health Professions)
supplementarynajor andhe NeurosciencandBehaviormajor. Shehasa particular
interestin internationaktudy,is thepoint personin the Office for NDI-related issues
andoverseeshenon-Notre Damestudyabroadeavesof absence Shealsoserves on
theDeansandRegistrarAdvisory Committeeand theCampusWide Internships

ProgrammingCommittee.

STAFFFORTHE ASSISTANTDEANS
 JoLENEBILINSKI, AdministrativeAssistant

 LisA SUHANOSKY, AdministrativeAssistant

 DARLA KARAFA, Staff Assistant

NOTE:
DetailedDean Descriptions are fourere

D e a n mganiza@on Charts are fourere
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https://al.nd.edu/about/office-of-the-dean/organization-chart/

TIMETABLEFORIMPORTANTREQUESTANDDEADLINES

Themostup-to-date Administrative Calendaraybefound underResourcesor Facultyand
Staffon theArts and Letters website

Note: Eventsrom the Office of theRegistar (includingsummeisessionandorientation
schedulesor HumanResourcesvill not bepostedon thistimetable.For their latestschedules,
please refeto thefollowing websites: http://registrar.nd.edwand
http://hr.nd.edu/nefaculty-staff/toolkits/facultyhumanresourceorientation/

PART ONE FACULTY
1.1 Hiring Procedures for Regular Faculty

1.1.1.

1.1.2.

Faculty Lines
Facultylinesarehousedn the Collegeandnot inindividual departmentsThis

enableghe Deanto distribute resourcesppropriatelyasthe Collegedevelops.

Therearesomeexceptiondo thispolicy. Theseincludeendowedchairsthatare
legallytied to aspecificdepartmentlinesthatarenotfilled in agivenyear
because¢he departmentvasunableto find anoutstandingandidaten asearch,

andlinesvacatedy assistanprofessorsvho havebeendeniedrenewalor tenure.

The decisionio release line for a searchs madeby the Deanon a caseby-case
basis.The departmenwill benotifiedin thesummerof theauthorizedsearches
for the nextacademig/ear.

Ads

All advertisementtor hiring shouldbereviewedat the Collegelevel beforebeing
released.Please forwardraftannouncement® theassociate deafor your division
for approval. Thefollowing paragraphmust beincluded inall advertisements:

The University of Notre Dameseeks tattract,develop,andretainthe highest
quality faculty, staffandadministrationThe Universityis an Equal Opportunity
Employer,andis committedto buildinga culturally diverseworkplace We
stronglyencouragapgicationsfrom female andninority candidatesindthose
candidatesttractedo auniversitywith a Catholicidentity. Moreover,Notre
Dame prohibitgliscriminationagainstveteransr disabledqualifiedindividuals,
andrequiresaffirmative actionby coveed contractorso employandadvance
veteransandqualifiedindividualswith disabilitiesin compliance withrd1 CFR
60-741.5(a)and41 CFR60-300.5(a).
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It is important to advertise widely in both general and disciplinary publications.

After your ad recefes approval from the associate dean, proceed to the Faculty
Posting page on the Provostds website,
Postingodo button below the search bar. T
post the advertisement, i.e. Irftdio, JobElephant, The Chronicle of Higher

Education, etc. Additionally, after an ad has closed, please remove it from both your

department 6s website and the Provostods

If you have any further questions, contact Sue KoBeis&n.M.Kobek.2@nd.eju

in the Office for Recruitment Support.

1.1.3. Funding for Open Searches

The College willallocate$4,500per authorize@pensearctto departmentso
defraythe costof recruitment. In the caseof atargetedsearchthatrequires
courtinga specific candidateutsideof anauthorizedsearchthe department
shouldkeeparecordof expensesThe Collegewill reimbursehedepartment
for these expensedter anitemizedreportis submitted If adepartmentvants
to courtsomeone befortheyhaveanauthorizedsearchthe departmenmust
receive authorizatiofrom the associatdeanfor your division inadvancelf
you have questiongleasecontactthe AssociateDeanfor FacultyAffairs or

the Senior DirectorFinanceandAdministration.

1.1.4. SearchCommittees

Facultyhiresareoneof the mostimportantandsensitive taskthatdepartments
undertakelt is critical to think throughandplan eachhire carefully, beginningwith
the searchcommittee Experience indicatebatanideal arrangemenarisesvhen
the chairpersortonsultshe faculty concerningnembershippn asearchcommittee,
then appointsasearchcommittee withappropriate representatiof specialistsand
non specialistsSearchcommitteesnayincludeassistanprofessorandgraduate
studentsand,dependingn departmentaCAP documentsneednot beidentical

with your Committeeon AppointmentsandPromotiongCAP).
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The College doesot havea normativesetof guidelinesfor searclcommittees,
but requiresdepartment$o follow proceduregonsistentvith their CAP
documentandCollege practice™Normally, the searchcommittee willmake
recommendation®r a preliminaryroundof interviewsat a major conferance,
interview candidatesnddeterminghefinalistswhowill beinvited to campus.
The searcltommitteereport should béorwardedto thedivisional Associate
Deanwhowill approvethelist of finaliststo beinvited to campus.In some
cases,especialy with senior searche#,maybeadvantageou® havefaculty
membersfrom other departmen&smemberf the searchcommitteeIn some
departmentghe searchcommitteemaycontinueto functionuntil afinal
recommendatiors madeby the CAP andthe charpersonof thedepartment to
the Dean.In suchinstancesthevote of the searchicommitteeis takeninto
accounty the CAP andchairperson.

1.1.5. Notification to Applicants
Everyapplicationfor a position should backnowledgedCharpersonsor
chairsof searchesnayacknowledge applicationsith aform letteror a
postcardlt is agoodideato includesomepromotionalmaterialin the mailing,
e.g.,a departmentahewsletteior brochurewebsite informationetc. At the

endof the searchprocesseveryapplicantshould benotified.

1.1.6. Conducting a Search
In the past,searchesvere conductetly postingpositionsandthensifting
candidateslt is no longeffeasibleto conductearches suchapassiveway.
We must beproactive ancggressivén oursearchesThiswill requireus to
look for potentialcandidatesndnot dependonthemto cometo us.Thisis true
for junior aswell asseniorsearchesThepolicy of searchingrather than
sifting, representshe single greatesthangen the natureof howwe should
conductsearches.

Therearea numberof waysto identifythe best possibleandidatesindinterest
themin applying.Herearesomesuggestionsgspeciallyfor junior searches:
1 Developanadvertisementhatis asbroadaspossible Overly narrowsearches
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1.1.7.

tendnot toyield the strongespools.

It is agoodideato trackexceptionaNotre Dameundergraduatesho goon
to graduate school heyoftenidentify with Notre Dame andnaybeanxious
to return.

Depatmentsthatarenow competingfor graduate studentsith the
bestuniversitiesn thecountryareencouragedo keep verygood

recordsof graduatestudentsvho wereadmittedto Notre Damebut

who decidedto enrollelsewhereSomeof thesestudents mape

attractedto NotreDameasfaculty memberdor the same reasortbat
theyconsideredNotre Damefor graduateschool..

Whenfaculty attendconferencegheyshould maket a point to lookfor and
meettalentedgraduatestudentsDevelopa network tohelpidentify who are
theverybeststudentsn thefield.

Write to theDirectorsof Graduate Studiesf theleadingprogramsan the
respectivdield andaskthem tonominate theiwvery beststudentsA follow-
up letterto thegraduatestudentdetting themknow thattheyhavebeen
nominatedandinviting themto applymayattractsome applicanthatwould
not otherwise apply.

Write to senior scholars thefield andaskthemto identify the bestdoctoral
studentsor junior faculty whomtheyknow. In the letter,identify the strengths

of the Universityof Notre Dameandyour department.

Hiring for Diversity

Notre Damas stronglycommitted teenhancingliversitythroughhiring and
mentoringwomenandscholardrom underrepresentegtoups Althoughthe
Col | efipresin e2centyearshavebeenreasonablyood,Notre Dameis
behindthe nationalnormin termsof the numberof womenandminority faculty,
especiallyatadvanced rank#\s we seek tdbecome armnstitutionthatcan
competewith thebest seculannstitutions,we must beatruly diversecampus,
andwe need to ddetter.Ethnicdiversityis anarea withwhich Notre Dame
studenthavebeenlessthan content.Facultyhiring decisions playsgreatarole

hereasdo admissionsdecisiosfor studentsWhile affirmative action
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1.1.8.

considerationplaynorolein tenure anghromotiondecisionsjnstitutional
commitmentdo increasehe numbe of highly qualifiedwomenandfaculty of

color should becentralin hiring decisions.

Themostbasicstrategiegor diversityareasfollows:

1. Make sure thagyou haverepresentatiofrom underrepresentedroupsin
your applicantpool.

2. Weighpotentialcontributions to diversitgspartof the complexequation

thatresultsin afinal ranking.

When adepartentchairpersorappointsa searchcommittee he or sheshouldsee
to it thatthecommittee haatleastoneperson whoseartialtaskis to attend to
affirmative actionandmissionissuesThis doesnot free othersfrom thinking
aboutthese issuefyut it doesguarantee thadtleast onanemberof the search
committeels especiallyattentiveto hiring for diversityandmission.Pleasenote
theidentity of thisindividual or individualsin theminutesof your CAP meeting.
T h e Deficahbldsdepartmentso ahigh standardf accountabilityfor
diversityandmissionhiring in approvingfinal candidategor campus visits.
Departmentshouldhaveaffirmative actionpolicies,outlining strategiesand
goalsfor diversifyingthe faculty, whether agpartof ther CAP guidelinesor as

independentiocuments.

Building a Diverse Pool

Additional stepghatmayhelpdepartmentexpand thgool of applicantgo

include womerandcandidatesrom underrepresentedroupsinclude:

1 The Officeof InstitutionalEquityis availableto helpdepartmentgxpand the
applicantpool. Theoffice is pro-activeandwill helpin anywaythatit can.
The servicemclude,for example expandingecruitmentpools,coordinating
meetingswith minority groupson canpussothata candidate willgainsome
awarenessf theextent ofdiversityon campusanddiscussingecruitment
strategiesilt is importantto contactthe Office beforebeginningasearch All

searchcommitteeshouldrequest recentversionof the Faculty Search

Committee Toolkipreparedy the OIE.
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1 Advertisein placeshatmaybe of specialinterestto minority candidatese.g.,
TheHispanic Outlookn Higher Education.Theymaybereachecdht
outlook@spmtmail.comor (201) 5878800ext. 1020r 106 orby fax at (201)
587-9105.The Websiteis www.HispanicOutlook.com

1 Searchcommitteeshould exploreninority locatorservicedo identify
potentialcandidate. TheMinority and WomerDoctoral Directoryis
availablein the Office of InstitutionalEquity. Many professional
organizationglsohaveminority locatorservices.

1 Someof themostaggressive chairpersonsakeit a point toattend
conferencesndsessioswithin conferenceso meetpotentialminority
candidatesThe Collegewill fund visits toconferencedy chairpersonsr
their designatedepresentativéor the purposeof identifying stellarminority
candidateslf youwould like assistancen locatingpotentialcandidates,

please contadhe Office of InstitutionalEquity.

1.1.9. Hiring for Mission
A F dlotre Dameto maintain itcommitmento beinga Catholicuniversityand
not simplya Catholicinstitution in abroadersense, theducationalife of the

universitymust berichly anddiverselyC a t h e Presé@ntienkins

Hiring for mission is on®f our greatesthallenges. Wenustseekto fulfill two
goals,whichwill occasionallyput notalways,overlap:ensuringa critical massof
Catholic faculty sothatour studentencountemodels oflived Catholicism,and
ensuringa critical massof scholaravho devotetheir scholarshipregardlesf
their religiousconvictions to thepreservatiorandrenewalof the Catholic
inheritan@. Notre Dameis theonly universitywith theresourceso preserveand
renewthe Catholicintellectualandculturaltraditionin its fullness.In hiring, we
wantto combine areyefor excellence witlraneyetowardbothreinforcingour

currentidentityandletting it be enrichedoy newanddiverse perspectives.

Rev.Robert Sullivan, Associate Vice Presidefdr AcademicMission Support,
overseesiniversityeffortsat recruitingfor mission.Bob will assistdepartmentn
identifying Catholicsandscholarsof the Catholicintellectualtraditionat the
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leadinguniversitiesandcollegesn thecountryand in thdeadingdepartments in
eachof ourdisciplines.In somecaseswe areuncoveringfaculty membersvho
mayor maynot beCatholicbut who would, becaus of their scholarlyfocus,
enhanceur mission.With B o bagssstanceye aim torecruitoutstanding
Catholic scholargsto departmentsacrosgheentire College awell asscholars

who, independentlyf religiousconviction,will enhanceur broademisgon.

Making missionorientedmaterialg(e.g.theU n i v e misgiohsyai@raent)
availableto prospective candidatesdfacultyin advanceof interviewscanhelp
encourage opeconversatiomegardingmission.Someinterview guestionghat
might behelping in gaugingapotentialc a n d i @aentialéstributionto the
uni v e €CaholicnyisSigninclude:
i A How reingataCatholicuniversityanimateyour teaching
andr esear ch?o
1 A N o Dameis atoneandthe samdime aresidentialiberal arts
college,a dynamicresearchuniversity,anda Catholicinstitution of
international standingWe havediscussedgour teachingandresearch.
1 Whatcontributionmight you be ableto maketo theCatholicmission of

the University,broadlyd e f i ned ? o

==
N

Wh attactsyouaboutNot r e d@diasneibscti ve i dentity’

E ]
5

i 1 whatwaywould you view beingat a Catholicuniversityas
anasset?0

AThe e xagteachingabNotee Dameis differentthanthe experiencef

teachingat a stateinstitution or evenmanyprivateinstitutions.Oneof the

definingcharacteristicss theopentie with Catholicism.Haveyou thoughtabout

how you would relateto studentsvho havebeen socializedithin Roman

Cat holicism?0o

1.1.10.PresenceProvision
In thefall of 1998, theBoardof Trusteesadopteda resolutionspecifyingthat the
concepif affirmativeaction should not besedwith referenceo thehiring of
memberf the Congregatiorof Holy Cross.Consideratiorof qualified Holy

Crossis requiredby the statutes othe University. Appointmentof qualified
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memberf the Congregatiorof Holy Crossto positionsatthe Universityshould
be consideredsaction consistenwithi andin furtherance dgfNotreD a me 0 s
missionandidentity asa Catholic universitypnethathasa unique andcontinuing
relationshipto thelndiana Provincef the Congregatiorof Holy Cross.The

A pr es e n c erefgrstodheimpitantpresencef theHoly Crossin

fosteringNo t r e dstintivemsssion.

Fundingfor C.S.C.facultymembercomesfrom acentralizedbudgetin the
Universityratherthan from theCollege budgefThus, ifa departmentvantsto
hirea C.S.C.priest,it will notcostthemaline thattheymight otherwisehaveto
use.Moreover,whenthepriestretires,theline becomes germanenadditionto
thenumberof linesin theCollege.If a priestleavesthefaculty postbefore

receivingtenure thefundingdoesnot enteithe College.

1.1.11.Target-of-Opportunity Hires
Sometimes candidate emergeasho meritsspecialconsideratiorunderour
At aofg e p or tinitiativet Griteria for targebf-opportunityhires include:
1 extraordinaryquality;
1 diversity;

1 potentialcontributionto the Catholic charactef Notre Dame.

If adepartmenidentifiesa candidate Wwo meetsoneor moreof thethreecriteria
above,deallymorethanone,thedepartmenmayhavea goodcasefor atarget
of-opportunityhire. Barringbudgetconstraintswe will consider coveringhe
salaryof a newfaculty membemwith bridgefundingor cashuntil thedepartment
hasa departureor retirementin this way, targetof-opportunityhiresneednot
compete withothernewinitiatives. If adepartmenhasidentifiedatargetof-
opportunityhire but anticipateso retirementsor departuresn thecomingyears,
options should bexploredwith the Dean.Pre-hiresdependn theavailability of
resourcesndon thequality of the proposedre-hire in relationto other prehires
we areconsideringelsewheren theCollege.Thebar forapre-hireis

excegotionally high; the candidatesnust beoutstandingn everyway.

Departmentsnayrequesspecialfundingin orderto bring a potentialcandidateo
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campusA descriptionof thec a n d i glualificationsandanexplanatiorof why
the candidate mighibe a goodfit for Notre Damejncludingconsiderationssto
howwe couldattractthe candidateéo NotreDame,should besentto your
divisionalassociate dea sum notexceedingb1,000will be contributedtoward
the costof suchvisits. Departmentsvill beexpected teshare costandcoverany

expensedeyondtheallottedamount.

1.1.12.SpousalHires
Spousahire issuesrehandled on @aseby-casebasis We makea seriouseffort
to provide adjuncteachingor spouse®f junior faculty (typically for a specified
numberof years),andfor thoseat a higherrank wehave sometimesanaged to
create regular positions. Theaee,however, nguaranteesvenfor full or
endowedprofessorsAdd-on positionshavebecomancreasinglyifficult, paitly
becaus®f budgetaryrestrictionsandcompetingdemandsndpartly becausef

systematic restrictionsn the additionof newlines.

In Spring2007, anew positionwithin the Universitywascreatedo helpwith
spousahiring for new faculty,for thosewhosespousesreseekingemployment
either atNotre Dameor in thecommunity.This position,Dual Career
Assistance Program Manageris jointly placedin the Office of the Provostand
Office of HumanResourcesSaraErmetiis theManagerandshewill overseethe
Dual CareerAssistancd’rogram. Abrochureoutlining this programis available
from theP r o v Office. &msnetiwill beavailableto provide preoffer spousal
consultatiorservicesduringtheinterview processandjob searchassistance,
resumeCV, andcoverlettercritique, etc.,afterthe candidate haacceptedhe
offer. Referralscan bemadeby a chairpersonamemberof theD e a ©ffice, or
amembemnftheP r o v Office.& a r @ritaxtinformationis: 631-1858or
Sara.J.Ermeti.4@nd.edu

SearchcommitteesCAPs,andchairpersonarenot permittedto aska candidate
abouthis orher maritalstatus However,if thecandidate raisesconcernabout
employmenfor aspouse, it ismportantto communicate thatoncernto the

D e a Office asearlyin the procesaspossible.
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1.1.13.The Campus Visit

All campusvisits mustbe pre-approved by the Associate Dearfor your
division. The departmernthairshouldsenda memoto thedivisional Associate
Dean containing

1 abrief descriptiorof the position

1 thetime-framefor the proposediisits

1 adescriptionof the processisedto developthe applicantpool

1 a detaileddescriptionof the pool

1 aparagraplon eachof the proposedinalists

1 a paragraplprovidinganassessmermn thesucces®r failureto identify

viable candidateso promotediversityandmission

1 anyotherrelevantinformation.

If thefinal list of threecandidatesloesnotincludeawoman,amemberof an
underrepresatedgroup,or a Catholic,a detailedstatemenexplainingwhy the
list of finalistsdoesnotincludea memberof oneof thesegroupsmust be
included.The College reserveberight to cancela searchbeforecampus

interviewsif thepool is unjustifiablynarrow.

Departmentsireresponsible for arrangirtge campusnterviews.It is imperative
to provide eaclinterviewingoffice withacopyofthec a n d i @Vaahdéuld s
campusscheduleseveraldaysin advancef theinterviews.Theletterauthorizing
thesearchwill indicatewhich deanwill interviewcandidatesor specific
positions.At alater datet h e  DCdfisenndl snform you which provostwill
handleyour senior search(esyhe AssociateDeanfor HumanitiesandFaculty
Affairs will interviewall junior candidatesvithin the Division of the Humanities.
The Associat®eanfor the SocialScienceandResearchwill interview alljunior
candidategor a position in theDivision of SocialSciencesThe AssociateDean
for the Arts will interview alljunior candidategor positionsin the Division of the
Arts. If the candidates to be consideredor atenuredappointmentplease
schedule amterviewwith theDean,even ifthe candidates alsointerviewing

with anAssociate Deanlf thecandidatas awoman, it isalsoimportantto
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ensure thathe candidataneetsother womerduringhervisit. Somecandidatesn

the pasthave remarkethatall of their interviewsnvolvedonly male

administratorsgiving them thefalse impressiothatwomendo not hold psitions

in upper administratioat Notre DamePleasealsomake sure&o avoid bringingin

candidate$or on-campusgnterviewsduringthe daysin which PAC meetingsare

in sessiorandmanyfaculty andadministratorarenot availableFebruaryl6 and

17 andMarch 22. Thefollowing represents defaultschedule.

Associateor Full Professot_evel:

1

Schedulet5 minuteswith the Dean.You canscheduleappointments
throughtheD e a Adsistant.

Schedule80 minuteswith the Directorof ISLA.

It is advisableo schedle a brief interview withthe Vice Presidentor
Researclor the Deanof Graduate Studieshenyou havea senior
candidate whavill havespecialresearcmeeds okvho will work with
graduate student$hisis mandatoryf you anticipate thathe hiring of a
senior scholamayrequire additionasupportfrom Notre Dame
Researclor the GraduateSchool.lt is imperativethatwe arrange

fundingfor graduatestudents iradvance

AssistantProfessor Candidates:

f

f

Schedule80 minuteswith the associatelean foryour division. If heor
sheis unavailablepleaseschedulehe meetingwith oneof theother
associateleans.

Schedule80 minuteswith the Directorof ISLA.

Visiting PositionsandProfessionaBpecialists:

f

For visiting positionsat thejunior level andfor professional
specialistspleaseschedule80 minuteswith the appropriate associate
dean.Thisis theonly Collegeadministrator whaeeddo meetwith
candidategor thesepositions.If theappropriate associate dean
unavailablepleaseschedulghe candidatewith anotherassociatelean.

Because meetingeaynottaketheentire time,you should ensure thgour
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candidatesanfind their nextappointment.

Whencandidatesrebroughtto campusthe Collegerecommendsot onlythat
you provideopportuniiesfor the candidatdo interactwith studentsandfacultyin
thedepartmentbut thatyou includevisits with strongscholardrom beyondyour

own department.

All candidateshould beaeviewedwith regardto their teachingotential.
Submission ostudentreportson teachingshould beroutine athefinalist stage.
During campusvisits candidateshouldmeetwith graduateandundergraduate
studentsTheyshould also baskedo takeovera classsessiorin disciplines
wherethis ispracticalandadvisalte. Wherethis is not theeasethe questiorand
answelperiodafteratalk shouldbe viewedasa partialwindow ontoteaching
ability. Chairpersonand CAP committeeshouldmake cleain thepackettheir

understandingfthec a n d i tdaahingobtental.

1.1.14.The Decisionto Hire
Notre Dameshouldbe makingonly internationallycompetitivehires. The College
will benefitin everyrespect ifwe hire excellentteacherscholarsvho can
contributeto thelife of the Universityandits highermission,candidatesvho are
interestechot onlyin theirown personatlevelopmenbut incontributingto the
greater wholeThereforewe shouldevaluatecandidatesvith four criteriain
mind: teachingyesearchgitizenship,andpotentialcontributon to thedistinctive

mission ofNotre Dame:

First, the candidate shouldeanexcellentteachemwho is attentiveto thevalueof

aliberal artseducatiorandableto communicateo a broader audience.

Secondtheideal candidatenust beanexcellentscholar whoexhibitsgreat
promise anéibroad rangef interestsAt theassistanprofessotevel, we are
more interested thequality of thep e r snoind thanin thequantityof
publicationsto date,althoughthe promiseof a certain quantitghould ke present.
At amore seniotevel, it isimperative thatheindividual have arexcellent
publicationrecordandenjoya superiomreputationin heror his discipline.
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Third, the candidateought todemonstrat¢éhe potentialto beanexcellentacademic
citizen.

Fourth,the candidateshould bewilling to supportin his orher ownway, the
uniquemission ofNotre DameWe areseekingCatholicsandpersonsof other
faithsandof no faithwho cancontributeto NotreD a m ebademissionof
intellectual,mord andspiritualdevelopment. Athesame timewe shouldlook
for candidatesvho could make substantiaontributions taareasn which Notre
Dame,primarily throughits Catholic identity hasdevelopedr should be
developingstrengthsfor examplejn medieval studies)iterature andeligion,
sacrednusic,the ethicalaspect®f the variousdisciplinesandprofessionsor the
studyof thefamily.

1.1.15.Recruitment

Hiring is atwo-way street:.candidatesieedto sellthemselves$o us,andwe need
to sell ourselvego them.SearchcommitteesCAP committeeschairpersonsand
facultyin generalarewiseto keepin mindthatsince weare interestedh hiring
only theverybestcandidatesmost ofthe candidateso whomwe makeoffers
will alsohave offerdrom otherinstitutions.There aretleasttwo areaghatcall

for somereflectionon thepartof facultywho areinvolvedin recruitment:

Identity: In persuadingandidate®f NotreD a m estbeagthspur distinctive
naturecan beanasset.Many of our studentsfaculty, administratorsanddonors
have choseNotre Damepreciselybecauseve areaninternationalinstitution
with aclear,focusedandadmirablemissionanda strongsenseof community.
Prospective facultywhetheror not theyarereligiousbelievers areoftendrawn to
thefactthatmanyof our disciplinesstudysocial justicassuesandour students
areunusuallycommittedto communityserviceand thewelfareof others. Many of
our studentdakea greatinterestin thespgritual implicationsof their studiesThe
Un i v e remphdsigritte humanitiess another potentiadelling-point, an
emphasishat promoteghediscussioranddebateof sometopicsthatare
sometimesgnoredon othercampusesAt Notre Dame,the unity of knowledge

acrosdlisciplinesis valuedandwe seek togive our studentsanintegrative
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experience thahcludesaspect®f all of human knowledgandexperience.

Geography: Obviously,we arenotlocatedin alargeurbanarea andire
ata competitive dsadvantagevhenmeasuredgainstarge metropolitan
areaslt may helpto accentuatéhe advantagesf living in the

Michiana areae.g.,lower cost of living. The DatamasterSost of

Living Index measureslifferencesbetweenareadn the costof
consumegoodsandservicedor professionahouseholds irnthetop

income brackets.

Informative Website$o visit tocompare cosbf living include:

1. www.homefair.com

2. www.monstermoving.com

3. www.bestplaces.com
Please see theebsite identifying theteengths of theommunityhere.

1.1.16.Negotiatingwith the Candidate
TheUniversityrecentlyimplementednterfolio -- anew webbasedsearchand

hiring softwaretool. All departmentsvill managesearchesisingthis
Universityapprovedool. Exceptiondor useof anothersearchtool must beapprovedoy

therespective divisionalean.

cy’; interfolio

What is Interfoli®

I nt er ByGdmmitte@isaweb-basedsoftwaretool thatsupportgostingof open
faculty positions, onlineollectionof applicationsanddepartmentommittee review
procedurs, aswell asthe postdepartmentorkflow for approvalof newappointments.

§ Prospectivdaculty membersapplyfor positions onlineanduploadcritical
piecesof theapplication.This eliminatesthe needfor staffto scarnpaper
document®r uploademailel applicationmaterialsto Universityservers.

 Searchcommittee membeisaveonlineaccesgo applicationsandthe
option to rate applicantsvithin thesystem.
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1 Reference lettersanbe quickly uploaded via systenthatis readilyusedby
manyfacultiesat otherinstitutions.
1 Supportsnewfederallymandatedlisclosurerequirementsegardingveteran

StatusandDisability Status

When thechairpersorandCAP have settledn acandidatethe chairpersorshould
discusgherecommendatiowith eitherthe Deanor the appropriate Associate Dearhe
chairpersorandthe designatedieanwill work out thetermsof the offer. It is important
to notethatall offersmust beapprovedy the Provostandthe approvedffer lettersare
sentundertheD e a sighaturelf you aresendinga letteror e-mail to theprospective
hire includingthe terms,thefollowing languagemust bencluded:

Assuming our recommendationaigprovedby thePresidentand Provosbf the
University,you will receive anoffer letter fromthe Dean of theCollegeoffering you
this positionwith a beginning salary of $XXX>nd any otheitems,i.e., research
and professional developmefind, teaching schedule, moving,.etc
All offersto facultyat otherinstitutions must benade prioito May 1 acordingto
recommendedationalguidelines Any offer extendedafter thatdaterequires the
negotiationof areleaseby thedean otthe collegewherethe candidatas employed.The

appropriateassociataleanhandlessuchnegotiations.

The hiringprocessaswell asthesearchprocess, is dorgaroughlinterfolio. A checklist
thatlists thenecessargocumentsieededor processing hire can befound on the
Pr o v websitéhare SelectSearchSupportMaterialsandthendownloadRequired
Documentgor AppointmenPackets.

The followingincludesspecific informatiorthatneedgo beaddresset thedocuments*
thatare includedn thehire packet:
*Cover letter from chairto Dean (f seniorhire) or Associate Deafor the
respectivadivision (all junior hires) (notapplicable for nofregular
hires This letter will address:
o thec a n di deddntal@sateacher;

0 herorhiscredentialasaresearcher;
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0 heror his promise agnacadenic citizen;and
o heror his potentialcontribution to thainiquemissionof Notre Dame,
broadlyunderstood.

o fundingsource

*CAP minutes Theminutes ofthe CAP shouldincludethe membershipf the
committee anaccurateandthoroughrecord ofthediscussia, andarecordof any
vote. Theyshould besignedanddatedby all membersof thecommittee The
minutesshould notinclude reference® anyothercasegpendingbeforethe

department.

Pay Schedules

It is importantto remember thahereis adifference betweenthe contract
period (9 monthstenure track and tenured faculty) andthe pay schedule All
new regular hirewvill haveatwelve-monthpayschedulghatrunsJulythrough
June.This meanghatfacultywill receive theifirst paycheckprior to the
beginningdateof their contract.Thisis not true for non-regular faculty who
are on adifferentpayscheduleandarepaidovereither5 monthgAug.-Decor
Jan: May) if asemester hirenly or 10 months ilanacademig/earhire (Aug-
May).

Languageused n offer letters:
Moving Language
The followinglanguagés usedfor all regular appointments:

TheUniversitywill pay all reasonable movingxpenseasdefinedby IRS
regulations(see IRSPublication 521 found omww.irs.govfor related
information). For your convenienceyoumayarrangeto haveoneof the
preferredmovingvendorddirectly bill the Universityfor payment.
Otherwise all reasonable movingxpensewiill be reimbursedupon
submissiorof receiptsandfiling of anexpenseeport. TheUniversityhas
four preferredmovingvendorsThey areWiltfongMoving & Storage,
Inc., CrownMoving & Storage and MichianaNorth American.Theuse
of oneof our preferredvendors isoptional butofferedas aconvenience
to you.If youhaveanyquestions,please contadtlichelle LaCourt
SeniorDirector, Financeand Administration (nlacourt@nd.edyor T.D.
Ball, StaffAccount(ball.24@nd.edu) Theywill behappyto addressany
guestionsassociatedvith your move.
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As a point of clarification, prenove house hunting trips and associated costs are not
considered reasonable moving expenses. See IRS Publication 521 Moving Expenses
for addtional detailsNo t r e |Defemexhdersdorsare:

Wiltfong Moving & Storage)nc. CrownMoving & Storage
UnitedVan Lines WheatonVan Lines

2612N. HomeSt. 8040CastletorRd.
MishawakalN 46545 IndianapolisIN 46250
Contact: JerryPelletier Contact: Phil Beanblossom
Phone: 5742598554 USToll-Free: 8002487960

Michiana NorthAmerican
903 S.Main St.
SouthBend,IN 46601
Contact:Ed Sikora
Phone574-2881229

Teaching Language

If there is not a course reduction as part of the gifierteahing language should
read:

1 Typically, you will have a X:Xteaching schedule. All teaching schedules are
subject to change based on performance and the discretion of the Dean of the
College.

If there is a course reduction as part of the offer teachinganguage should read:

1 Typically, you will have a X:Xteaching schedule. During year XXXX and/or
XXXX you will have one course reduction; at no time can you reduce to a
zero teaching schedule. All teaching schedules are subject to change based
on performane and the discretion of the Dean of the College.

Research and professional development fund language fREGULAR hires

You will receive a research and professional development fund in the amount of
SXXXXX. These funds are reviewed annually and addai funds are added

according to the availability of funds and evaluation of your scholarship and/or
professional activity. Please note: all expenditures made from a faculty research and
professional development account must comply with all applicabbeetsity

policies and procedures. All items/assets purchased or reimbursed with the account
remain the property of the University.

For additionainformationon theU n i v e mevingeyp@rsesolicies,and

procedurespleasereferto thefollowing docunenthere.

1.1.17.Visa Expenses

Therearecostsassociateavith hiring faculty from abroad Deborah Gabaree
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AssistantGeneralCounsel providesfaculty with legalassistancen the
procuremenof H-1B VisasandJ-1 Visas.Thefollowing link provides procedural
informationaswell asF A Q o belpyou navigatethe procesdor international

visitors, please clickere.

1.1.18.Incoming Faculty Database
As soonasanoffer is madeto anincomingfaculty memberthe departmental
administrative assistashouldenter statugformationinto theFileMakerPro

database.

When asignedcontracthasbeenreceivedthe Deansends letter of welcometo
thenewly hiredfaculty. It explains howto establishcontactin HumanResources,
setup aNetID for email purposesequest computerordertextbooksandfind
helpwith avisa.lt alsoprovidesinformationabouttheir office andequesta
brief faculty bio.

1.1.19.Computer Needs
All computer hardware, software and peripherals must be purchased through the
Arts and Letters Computing Office using approldversity suppliers.All
computer software (paid, shareware and freeware) must have an approved software
license review by Notre Dame General Counsel prior to purchase and
installation. The Arts and Letters Computing Office will work with faculty anaffst

who need to submit applications for software license review.

New full time regular tenure track, SPF and research faculty members noted as
having received a welcome letter are contacted by email and asked to select from
recommended computer modelsformation on the computers is provided via a

web based selection forn€Computer orders must be placed by May 31 in order for
computers to be ready for installation when offices are available for occupancy at the
end of July. We work with late hires on @ase by case basis to provide computers as
quickly as possible based on their selectidasnding toward the computer purchase

is provided by the Campus Workstation Program (CWE)sts which exceed the
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CWP allocation are paid by the faculty memberseaech and pifessional

development account.

Visiting faculty members are offered the use of used desktop computers on a first
come first served basig\djunct faculty members do not receive College provided

computers

1.1.20.0ffice Spaceand CampusArrival
Departmentsnustenterall newfacultyinformationinto the databasm orderto
insure officespacefor theirincomingfaculty. The Administrative Calendar lists the

dates for entering this information and can be folnede

1.1.21 Welcoming New Faculty Members
Oneof themost importantunctionsthatchairpersonsandindeedall established
faculty, havein theearlyfall is welcomingnewfacultyinto your department.
Therearea numberof waysthatdepartmenthairpersonandfaculty canhelp:
1 Post photos adll newfaculty (andperhapsall newgraduatestudents)n
theloungeor mail area.Thisis especiallymportant inlarge gpartments.
1 Setup specific sociabccasiongor newfacultyto meetcolleagues
informally.
1 Take newfaculty members tdunch.
1 Facilitatealunch ortwo with otherfaculty from within andoutsideof the
departmentwvho might serveasmentorsor asimportantcolleagues.
1 Compile,together withyour administrativeassistant, departmental
orientationbookletfor all newfacultythatorientsthemto theprocedures
andpoliciesof thedepartment.

 Provide opportunitiethroughcourseassignmentso build aclientele
amongthemajors orgraduate students.

1.1.22 Departmental Orientation
Thereshould beaformal orientationto thedepartmentor all new faculty.A
departmenbrientationshouldinclude:

1. Introductionto theundergraduatandgraduag¢ curriculawith sample
syllabifor selectedcoursesintroductionto CIF process;
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2. A descriptionof thevariousdutiesof the office staffandotherresource
persons;

3. Introductiongto colleaguesn other departmentsho have relatedesearch
interests;

4. An opendiscussioraboutshorttermandlong-termresearctgoalsaswell
astenureexpectationsndthetenure procesfr junior faculty;

5. Assistancen facilitating accesso nonacademic resourcesichaschild
care,medicalcare,or housing;

6. Informationconcerningesearchunding.

1.1.23.Welcoming Reception
T h e De6ficehvssafall receptiorfor all facultyfollowing thefirst faculty
meetingwherenewfaculty areintroducedBios for all new regular faculty,

visitors,andpostdoctoralfellows arealsopostedon theCollege website.

1.1.24 Orientation Manual
The Office forUndergraduate Studigsovidesavaluable orientatiosessiorfor
teachingn theCollege.New faculty areencouragedio consultthe Guideto

Undergraduaté eaching.http:/al.nd.edu/assets/172268/2015 2016 guide.pdf.

1.1.25.January Orientation
The College willhost abrief orientationsessionn Januaryfor faculty who begin
in mid-year.Detailswill beannouncedtthe beginningof theacademig/ear.

1.1.26.Instructor Appointments
An Instructoris an ABD on atenuretrackline. Theappointments for oneyear,
with theassumptionthatthe candidatewill completethe dissertatiorduringthe
year.lt is possiblao retainsomeone foa secondyear,but theyareineligible for
asalaryincreaself theinstructor receivehis orher Ph.Dduringthe summer
afterthefirst year,theappointnent should behangedo anassistanprofessor
rankandanappropriateadjustment in thealaryshould benade.lf theinstructor
completeghe doctoratebeforethe endof the secondyear,therankandsalary
should beadjustecdat the beginningof thethird year.In this casethe salarywill
becalculatedcasif heor shehad receive@ standard payaisefor the secondyear.
If theinstructor hasot completechis orher doctoratdy the endof thesecond
year,thedepartmentvill undertakeanopensearcho fill thatfacultyline. The

instructoris eligible to apply
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1.2 Hiring Procedures Non-Regular Faculty and Miscellaneous Appointment
M atters

1.2.1.

1.2.2.

1.2.3.

Adjunct Appointments

Adjunctfaculty play a necessargndimportantrole in thework of the College.
Under currenpolicy, anadjunctmayonly teachtwo coursesn asemester.
Exceptiongo thispolicy requireapprovalin both theD e a ©ffice andthe

Pr o v Office.®lsasecontacttheappropriatedivisional Associate Deaif you
haveanyquesions.All adjunctappointmentsresubjectto enrolimentslf aclass
is cancelledasaresultof low enrollmentthe contractfor thatcoursebecomes
null andvoid. The Collegehas dixed payscalefor adjunctfaculty. Any

exceptionsnust beapprovedy the appropriatadivisional Associate Dean.

Departmentshouldhaveanupdatedccurriculumvitae (CV) onfile for each
adjunct,in orderto periodicallyreviewtheirteachingandmakequality decisions
concerningsuch appointmen@ndreappointmentdJpdaedCVs, should be

uploadednto thedocument libraryn the FileMaker Pradatabase.

Visiting Faculty

Visiting appointmentgpplyto all ranks,andarenormallyreservedor faculty
comingon ashorttermbasisfrom otherinstitutons orrecentPhD graduates
under consideratiofor atenuretrackappointmentVisitors are appointedor one
year anccanbereappointedor asecondyear.In rarecircumstances third year
maybeapprovedhowever this requireshe consent oboth heD e a Ofiice
andtheP r o v Office. & gouhaveanyquestionsplease contad¢heappropriate
divisional Associate Dean.

Visiting Scholars

The College haagenerougolicy in theappointment o¥isiting scholarsWe
welcone the presencef scholardrom otherinstitutionswho come eitheto work
with a specificmemberof our faculty or to conductheir ownresearchVisiting
scholargypically do not receiveanycompensatiofrom Notre DameWe cannot
guaranteespaceor conmputer resourcefr them.The appointmentannotexceed

oneyear.Ilt mayberenewedput thetermis limited to ayear.

30



1.2.4. International Visitors

Individualswho arevisiting the Universityasprofessor®r researctscholardrom
outsideof the United Statesshould bassued~ormDS-2019by the Office of the
GeneralCounselat Notre Dame,which will allow themto participatein theJ-1
exchange progrankrior to enteringthe United Statesthe visitor mustpresent
FormDS-2019to aU.S. Embassy/Consulatroad alongvith avisaapplication
andother requiredlocumentatioro obtaina J-1 visa. Thiswill allow for entryto
the United Stateto participatein theJ-1 exchanggrogramat Notre Dameas a

professoior researctscholar.

If visitorshave questionaboutextendingheir stayin theUnited Statestraveling
outsideof theUS, or therulesandresponsibilitiesor maintainingawful
immigrationstatus theyshouldcontactthe Office of GeneralCounselat 631-
6411.

Debbie Gabare,GeneralCounseldetermineshetypeof visanecessarshrough
theuseof the ImmigrationRequesForm.If aJl, thecontactin the International
StudentandScholar AffairsOffice is Rosemaryax atjscholar@ndedu All

othervisatypesgo throughGeneralCounsel DebbieGabaree.

A helpful sourcefor internationalisitorsis theHandboolfor International
Studentsand Scholarsat theUniversityof NotreDame Copiesof this handbook
canbeobtainedfrom eithe theD e a ©®ffice or from thelnternationalStudent

ServicesandActivities Office in 204 LaFortune Studer€enter.

1.2.5. Concurrent Appointments
A concurrenappointmenpermitsamemberof the faculty or staff who is housed
in oneunit to participatein asecondunit. The specific privilegeand
responsibilitiege.g.teachingor servingon doctoralcommitteesyshould be
specifiedby the unit thatrecommendshe concurrenappointmentA concurrent
appointmentloesnot give the concurentappointeevoting rightsin the
departmenunlesshis isspecifiedin theappointment.

Concurrenappointmentsre validonly if theyareapprovecbythePr ovost 6 s
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Office.

Concurrenappointment&xtendindefinitely unlessthereis acontractual
arangemenstatingotherwiseor theD e a officeis notified by thedepartment

or thefaculty memberthat theconcurrenappointmentvill not beextended.

Concurrenappointmentsetaintherank ofthe primaryappointmentAn assistant
professoin departentx should beappointedasconcurrentssistanprofessoin
departmeny. Similarly, a specialprofessionafaculty membershould havehe
same status asecondunit wherehe or shehasa concurreneippointmentThus,
anassociate specigrofessionbfaculty memberin departmenk would be
appointedasa concurrentassociate professiongpecialisin departmeny. Staff
who have concurrergtatusn orderto teacha courseshouldhaveconcurrent

statusasspecialprofessionafaculty, notasT-TT faculty.

1.2.6. Appointments
Adjuncts,visitors,andemeritusare limitedappointmentandrequireannual
letters.We areno longerableto sende-mail offersto reappointnonregular
faculty. Goingforward nonregularfaculty needto be appointecannuallywith an
official offer letter.With that,we will nolongerbeusingthereappointmentorm.
You will nowneedto send theppropriate offetetter (completed) thais
availableon theP r o v websitévia e-mail asanattachmento Mo Marnocha

(mmarnoch@nd.eduTypically, theD e a F@APAL paysfor nonregular

facultybut onoccasiora different FOAPAL pays,in these instanceplease
includethe FOAPAL in thee-mail. Also, becaus@meritusarecontinuallyactive
in thesystemijt is not necessary appointhemannually,but thesalarywill
needto beput in thesystemthroughFacultyJobswith acommentaboutthe

coursetheyare teaching.

Pleasgpaycloseattentionto thefollowing language:
When they teach more than one course the following language should be used:

In theeventthatoneor moreof the courses/ou areteachings cancelledor you

areunableto fulfill yourduties,your salarywill be proratedaccordingly.

When they teach a single course the following language should be used:
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In theeventthatthe courseyou areteachings cancelledpr you areunableto

fulfill your duties,your salarywill beproratedaccadingly.

If there are no other items related to the appointment, you should defete
following:
The Departmenbf xxxx and/orthe University haveagreedo thefollowing items

relatedto your appointment:

Signaturelines for the Associate Deans are dellows:

John T. McGreevy
|l . A. O6Shaughnessy Dean

Peter Holland
Associate Deafor the Arts and SpeciaProfessionaFaculty

Elisabeth KII
Acting Associate Deafor the HumanitiesandFacultyAffairs

James Brockmnle
Associate Deafor the SocialSciercesandResearch

1.2.7. Faculty Retention Procedures
When afaculty membemreceivesanoffer from anotheinstitutionandadecision
is madeto extend aounteroffer, the chairpersorprepares letterwith theterms
asagreeduponby the Dean orthe appropriatalivisional Associate DearPlease
consult with the Deda office to determine the wording and format of the letter.
The lettermusthavethe signatureof eitherthe Dean of the Collegeor the

appropriate divisionaAssociate Deaaswell asthe departmenthairperson.

When afaculty memberdecidedo leavethe University,theywill becontactedy

theD e a ©ffice andthe Office of the Provostto setup anexit interview.

1.3 Renewals, Tenure,and Promotions for Teaching/Tenure Track Faculty
The most sensitive and important tasks that departments undertake are hiring,
renewalsand promotions. The following stgections are intended to address basic

procedures and challenges typically encountered with renewals and promotions.

1.3.1. Timelinesfor Renewaland Tenure Cases
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Assistantprofessorsn thecollegeserveon asevenyeartenurefi ¢ | oAnk . 0
assistanprofessoiis normallyhiredon afirst contractfor threeyears.He or she
will applyfor renewalatthe endof the secondyearor startof thethird year
(departmentaCAP documentsandthe departmenthair,will adviseof precise
deadlinedor submittingmaterials). Following a successfutenewal the assistant
professor willreceivea secondcontractfor four years,andwill normallyapply
for tenureat the endof the sixth orstartof the seventhyear(again,departmental
CAP documentsandthedepartmenthairwill adviseof the precisedeadlinefor
submittingmaterials) Notificationsof tenuredecisiors arenormallydeliveredat
theendof the springsemesteof the seventhyear.Associate professors will not
be retained in a probationary status and without tenure for longer than six years of

active service.

Facultymaychooseo beconsideredor terureandpromotionin thesixthyear;if
theydo so, thecasewill be treatechsa nonobligatorypromotioncase(seel.3.12

below).

Facultymembersnaynotfi s tthe@ | o duking orin connectiorwith research

leaves.

Facultymaystop theclockin connetion with family andmedicalleavesor
primarycaregiver statugsdictatedby the AcademicArticles. Eachclock
extensioraddsa full yearto theprobationaryperiod; facultymayreceiveone
extensiorper FMLA leave up to amaximum oftwo extensiondefore theymust

applyfor tenure.

1.3.2. Renewalsand Tenure Decisions

Renewals
RenewalsareimportantdecisionsThe reviewis abarometer fothec andi dat e 6 s

progresgowardtenure Decisiongo renewaremadeonly whenthereis evidene
of aclear patho tenure.lf adepartments uncertairasto whethertherangeof its
faculty expertise sufficeto judgethe merits ofa particular renewatasethe
chairpersorshouldwork with the Deanto determine whetheadditionalreviewers

will be consulted.
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1.3.8.

1.3.4.

1.3.5.

Tenure Decisions

The College hiretenuretrackfacultywe are preparetb tenure Grantingtenure
to anindividual is themostimportantdecisiona universitymakes; it is not
surprisingthatNotre Damesetsvery high standard$or tenure Excellencen all
three areasf the profession igxpectedlt is importantfor chairpersonto
communicatehe standards clearly thefacultyand totaketheleadin making

sure thathe appropriatestandardsremet.

Whenevaluatingcandidategor tenue, we shouldasknot onlywhat thecandidate
hasdoneto date,but alsowhatthetrackrecordsuggestgoncerninghefuture:
Hasthe candidatenarginallymetour standardsor is thecandidatesomeoneavho
in five or tenyearswe would expectto promote ad would bevery eagerto
retain?Is the candidatdikely to attractstudents?s the candidatdikely to bea

leaderin theprofession?f acases in doubt, it should not beupported.

Required Materials for Renewaland Promotion Packets
Starting in 2016L7, all renewal and promotion packets are handled electronically.

Instructionsfor preparinghe packetsaarefoundon t h e WJebsdev o st 0s

External Letters

Outsde evaluation$or tenureandpromotioncaseshouldcome fromfacultyin
leadingor peerprogramsgpr justificationfor their selectionis necessaryOnly full
professorshould baused intenure angoromotioncasesalthoughtheremaybe
rareandjustified circumstancefor askinganassociate professtw serve.

Honoraria As agenerakule, we do not offer honorariado externalreviewers.
However,if offeringanhonorariumis encouragedavithin a particulardiscipline,
up to $200 maype offeredwith thepermissiorof theD e a ©ffice. If a
departmenbffershonorariafor this purposetheD e a officg will continueto
sharethosecosts50/50 with thedepartment.

Promotion to Full Professor

The standarth researctior promotian to professoraccordingo theAcademic
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1.3.6.

Articles isi wi d e gepagratiandsas ¢ h o Ih suchcasesPAC s looking
for evidenceof quantity,quality, andcontinuingactivity. The standargracticeis
thatin thosedisciplinesthatexpecta secondbook publicationfor promotionto
professorthebook is inprint beforethe cases forwardedto externalreviewers.
Theonly exceptionrwould befor acasethat issuperiorin everyother way.In
sucha casepnecouldgo forwardwith thebook beingsimply acceptedbutthe
bar wouldbeveryhigh for compensatingactors.Routinecaseswithout superior
achievemenin teachingjn leadershipandin articles lecturesgrants,andother
indicatorsof researclshouldwait for publication.It is desirabledthoughnot

necessarnto include favorable reviews.

A casefor promotionto full professoshouldalsodemonstrate consisteattivity
in termsof journalarticles,lecturesyeviewsor externalgrantactivity. Quality of
journalplacements especiallymportantin thesocialsciencesbut it isalso

importantin thehumanities.

Teachings evaluatedasseriouslyasis researctatall levelsof promotion.For
promotionto professothe Articlesspeakoffi e x c eint ea c neng . 0
expectdo seenot amly excellentteachingput also aangeof coursesand,where
appropriatecurricular developmentn departmentsvith graduatgorograms, one
normallyexpectsonsiderableactivity in graduatgrogramsijncludingwork on
dissertatiorcommitteesandideally the advisingof students. Teachinghould be
evaluatedaccordingo ACPETGuidelines.

Serviceis normallyexpectedothwithin andbeyond thedepartmentatthe
Collegeor the Universitylevel andin theprofessionLeadershipandparticipation

in professionalsocietiess considerederviceandnotresearch.

Endowed Chairs

DepartmentaCAP documents shoulsipecifyproceduresgor the appointmenbdf
facultyto endowedchairs,whether internabr externalcandidates.Issuedo
considerin CAP documentsnclude nominatiomproceduresgriteria for
nomination,andthe procesof evaluationjncludingdesignatiorof the bodythat

will castavote.If adepartmenhasa sufficientnumberof endowedchairs,this
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1.3.7.

bodyshould considethe casefor appointmentOtherwisethe Full Professor

Committeemaybethe mostreasonablehoice.

Endowedchairpacketsshouldinclude atleastsix lettersfrom eminentscholars

who hold therankof professoior endowedprofessorFor a sample letter

solidting a letter for an endowed chair case, please see the template letter
https://al.nd.edu/assets/181195/ext_reviewers_for_endowed_chair_candidate.pdf
As with otherpromotionreviews,theletterwritersshould bepersonsvho are
independenandableto evaluatehec a n d i fdnedsfer arendowedoosition
objectively.Again, as with other promotiorcasesafull setof publishedbook

reviewsof thec a n d i daverk skodild bencluded.For bothinternaland
externalcandidatesa detailed accountofthec a n d i achpatitesasateachels

expected.

Thecasefor appointmento anendowedchairshould bepreparedy the
departmentatleliberatingoodyin suchawaythattheC o | | engl@védshair
review committeewhich by definition consistof personutsidethefield, can
fully graspthec a n d i abrtribigi@dnsandmakeanunbiasequdgment.

The Academic Articlepermit thepossibilityof bypassinglepatmentalreview of
acandidate foendowedcchairatt h e d e p eequéstheveverdt s
preferablegespeciallyin departmentsvith multiple endowedhairholders to

have aninitial review withinthedepartment.

Following the submission o completedbacketthedivisionalassociatelean
convenes Collegewide committeeof threeendowedchairs(ideally onefrom
eachdivision if sufficientendowedchairsareavailable andall outsideof the

c a n d i depattreedt® reviewthecaseThedivisionalassociate dean
functionsasthe ex officio chairof thecommittee. The minutesf this meeting
andaletterfrom theassociatelean araddedo thepacketandthengivento the
Deanof the Collegefor his orher recommendatiohe packethengoesto the

Provostandthe President.

Non-Obligatory Promotions
For nonobligatory cases, that is, tenure cases in advance of the required review date
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and promotions to full professor, candidates are strongly encouraged to submit
materials® t h e D e i@dhmoogh thé&rfcHairpersoifs or r evi ew by t h
Advisory Committee on No®bligatory Promotion Cases (DAC).h e Deand s
Advisory Committee serves as an advisory group to the Dean to provide
independenassessments of all nabligatay casesCandidates may submit

mat eri al s t o 0 thiowgh tBesr ehairpessodSdr ni aicirey before the

DAC. This committee consists of the Dean of the College, the associate deans for
each division, and thr ee vestrneComnatete me mber
from the College of Arts and Letters. The Committee serves as an advisory group to
the Dean, who provides feedback to the chairperson who, in turn, informs the
prospective candidat&he advice may take various forms, for example, it might

an exhortation to proceed, it might attempt to dissuade the candidate from

proceeding, or it might indicate that the Committee was split and that a candidate
should take this into account when deciding whether to proceed. In cases where the
advice is ot an endorsement to proceed, the Committee will assist the Dean in
formul ating recommendations for the can

may build a stronger case.

Thecommittee makea recommendatioto thecandidate, either encouraginger
to proceedor advisingherto wait until astrongercasecan bemade.ln all cases,
therecommendationareadvisory.Facultyretaintheright to proceecho matter
what therecommendatiors from theCommittee providedhattheyproceed
within theguidelinessetoutbytheP r o v Advisofy Committee and

incorporatednto departmentaCAP documents.

A submission to th€ommittee consistsf: (1) acurrentC.V.; (2) aTCE history
(requestedia e-mail throughtheP r o v @ffice 0 Sollins.79@nd.eduwith the

following informationincluded:(a) intended uséor thereport,and(b) full name

of eachfaculty memberandher/his9-digit NDid number)and/or ClFreports

which each chairperson can print fr@@ourse Instructor Feedbgand(3) a

brief statement fromhie chairperson outlining his or her preliminary view of the
case, with a focus astandard$or promotion and the ways in which the candidate

does or does not meet the standards. The chairperson is responsible for reviewing
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the candidatedéds CV for accuracy and pr e:
formatted along the guidelinesrlier in this Gude: Section 1.3.4The C.VThe
chairpersondés | etter should address tea:
separate paragraphs or sections. The section on teaching should include more than
just an interpretation ofsiderimgudimgandi dat e
informaton 1 f applicable, regarding the cand
courses, curricular innovations, and mentoring of students as well as infermatio

on student learningffe candi datebds contridution to
dissertations supervised or committees served on, and the current placement of
graduate students) and informal undergraduate education (senior thesis direction)

should be noted. The section on scholarship should outline the expectations for
researchim he candi dateds discipline; do not
Dean6s Advisory Committee are intimatel:
standards. The section on service should outline three types of contributions;

service to the department, servioghe College or University and service to the

profession. Assistant professors are likely to have limited experience in the second

and third service categories. In sum, t|
a picture as possible and includeleuaat i ve r emar ks regarding

case.

Chairpersonsreencouragedo beascandidand asthoroughastheycanbe
giventheabsencef externalletters.Thisis anon bindingevaluationthatis
intendedo helpfaculty assessheir currenstandng. All partiesinvolvedin this
preliminaryscreeningegintheir evaluationaanew whenthefull casecomes

beforethem.

Promotionandtenure casethatarenot mandateanaybewithdrawnatanypoint
in theprocesshut onlywith thec a n d i appravé 16 y®u areconsidering
withdrawinga caseanddo not have experienci suchmatters pleasecontactthe

Dean.

Should acasebewithdrawn aftethe solicitationof externallettersandrevisited

thefollowing year,departments mustseexactlythe sameslateof reviewersas

the previousyear,or theymustselectanentirelydifferentset ofreviewers.They
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maynot pick andchoosdrom thepreviousy e alistd s

CAP Documents

Everydepartmenis requiredto have arapprovedCommiteeon Appointments
andPromotiong CAP) policy documentAt minimum, thisdocumenshould
addressheproceduredor the electionof a Committeeon Appointmentand
Promotiong CAP), a Full Professor Committee (FP@ndspecifythe committee

membershighatwill recommenaandidategor endowedprofessorships.

It mustalsocontainthe basicprocedurestipulatedbytheP r o v Advisoby s
Committee (PAC) fothe promotionprocessBeginningin 2008, departmentze
requiredto providea statementhatincludesdisciplinarycriteriafor promotion in
the CAP documentThese statemenshould sketch itbroadstrokesthe
expectationshatwe havefor promotionto aspecifiedrankat Notre Dame.The
statementsnaybeviewedasinterpretation®f the official standardsn the
Academic Articlesn specific andlisciplinaryterms. Theyshould beor the sake
of both theexternalreviewersandthe membersof PAC andwill become parof
theofficial packetfor promotioncasesThe statementshouldalsoexplainhow
departmentgvaluate interdisciplinamesearctandlessconventionakcholarly
contributionssuchastextbooks computersoftwarepublicationstranslationsand

creativework.

The CAPdocumenshouldreflecttheu n i spegificproceduresor evaluating

teachingcongruentvith the ACPET Guidelines

Probationaryaculty membersshould benformedof therequirementsor tenure,
relevanttime tablesanddeadlinesandthe process oévaluation Eachnewfaculty
membershouldreceivea copyof thedepartmeh &AP document.

CAP documentshould beegularlyreviewed RevisedCAP documentsare
submittedto thedivisionalassociatelean. After preliminaryapproval theyare
sentto theDeanandthe Provostfor final approval. Documentsio not become

legally bindinguntil theyhavethe signature®f the chairpersorandthe Dean
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1.3.9. CAP Meetings
CAP meetingamust beconductedaccordingo Universityanddepartmental
proceduresAll CAP membersf thecommittee accepgiersonatesponsibity for
assuringhatreviewsareprocedurallycorrect,fair, andfreeof biasfor all faculty
membersAny proceduradifficulties or other concernabouta reviewshould
first bebroughtto theattention otherelevantreview body If theycannotbe
revlved,theyshould bebroughtto theattentionof the chairpersorof the
departmenor the Dean.If CAP membersareuncertainabouta procedurethey
shouldcontacteithertheir divisional Associate Deanr the Deanbefore
proceedingSomedepartmentappant amemberof the CAP to oversedhat
written proceduresireobservedandthatproceedingsrecarriedout
professionallyandwithout bias.

Underthe Academic ArticlesSCAP meetingsanddeliberationsareconfidential. A
breachof confidentialityis aseriousviolation of professionakthics.If afaculty
memberis unableor unwilling to actaccordingo this policy, heor sheshould

withdraw fromall CAP deliberations.

1.3.10.Retirement
Therearefew momentsn ana ¢ a d e ganeazasdsdficult andworrying asthey
movetowardsretirementA departmenthairshould notaisetheissueof
retirementunlessanduntil theindividual faculty member raises first. However,
oncea faculty memberseekscounsekoncerninga decisionto retire, it is

importantto provide supporandclear andaccurate information.

Currently,all availableoptionsfor tenuredfaculty arecovered in théaculty
RetiremenfTransitionProgram Detailsof the Program, together witkample

forms,areset out on thevebsiteof the Office of the Provost:here From this

page, netid login information must be provided to access the retirement
documents |l ocated under t Raeultyivdodvouidni st r a
like to discussanyissuesconcerningheir retirementshouldmeetwith their
DepartmentChairand/orthe appropriatelivisionaldean.Suchmeetingsare,of

coursestrictly confidential.
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Informationaboutretirementprogramgs alsoavailableon theHumanResourcs

website.

Please note, as stated in fkmademic Articlesfaculty intending to resign should

givet hr e e mo n ofkheirGerrmnationTie &nd of the notice period

coincides wih theend of the academic yeds a 9month employee paid over 12

months, it is particularly important to remember that the end date of a faculty

contract refers to thend of the academic year, i.e. the day after commencement

with pay and benefits continuirigrough June 30.

We recognize that faculty will not always be able to submit their official
resignation three months prior to the intended termination. In those case, we will
make every effort to solve the issue ot the satisfaction of the faculty menaber a

the university.

Once a faculty member has decided to submit a resignation, the department chair
should be notified via-enail or a formal letter that includes the following
|l anguage: Alt is my intent to resign at

with pay and benefits continuing througl

1.3.11 Emeritus
Retiringfaculty membersnaybeappointedo therankof emeritusfaculty
following aformal requesfrom the departmenthairpersonNormally this
requesis partof thediscussionsvith thedivisionalassociatelean concerning

termsfor retirement.

1.3.12.Feedbackto Faculty
Chairpersonshould provideonstructivdfeedback ta@andidatesfter renewal,
tenure,andpromotiondecisionsln addition,the progresf all junior faculty
should baeviewedby the CAP annually,followed by anannualevaluationetter
from the chairpersonThe evaluationshould coveresearchteachingandservice.
All annualreview lettersshould besubmittedio the associ& dean foryour
division for approval Oncethe letterhasbeenapprovedandsentto thejunior
faculty,acopyis senttotheP r o v Office. drsmualevaluationsaarenotincluded
in tenure angbromotionpackets.
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1.4 Renewals and Promotions for Special Professional and Research Faculty
Special Professional Faculty (SPF) and Research Faculty (RF) are regular faculty
members in the College of Arts and Letters. They make vital contributions to the
Collegein a wide range of areas. dih functions include instructional duties,
administrative responsibilities, technical or creative obligations, research, and
various combinations of these specific tasks. In addition, many make important

contributions in service the University

Assogate Dean Peter Holland oversees Special Professional Faculty while
Associate Dean Jim Brockmole oversees Research Faculty.

1.4.1. The Ranks
SpecialProfessionaFacultyhold theranksof assistantassociate antill.
Qualificationsfor eachrankandtermsof appointmentanbefoundin the
AcademicArticles, Article 111.3(d), available at:

http://facultyhandbook.nd.edu/governance/

SPFEs mayhaveeithera nineemonth oratwelve-monthcontract.Thelength ofthe
contractdepends entirelgn their functionsinstructionalSPFs or thosewhose
primaryobligationis toteach haveninemonthcontractsAll other SPFfiave
twelvemonthcontractsSPFswho serve a®irectorsof Undergraduate Studies
Assistant/Associate Directoo$ programunits areregularlygiventwelve-month
contractdecauseheyareexpectedo continuetheir administrativefunctions

duringthe summemonths.

SPFResponsibilities

The assignmerdf respondbilities varieswidely and isdeterminedn an
individual basis.Responsibilitieshould beaddressednnuallyatthetime that the
departmenthairpersoror unit director evaluatethe previousy e aperfosnance
for asalaryrecommendatiorit is important thattherebe a mutualunderstanding
aboutresponsibilitiesIt is assumedhata majorpart ofaS P Frésponsibilities
will lie in theareaof teachingor researchEmployeesvhoseresponsibilitiesare
exclusivelyadministrativeshould beappointedasstaff.
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1.4.2.

The standarteaching scheduli®r thosewho areprincipally hired asinstructors
is the equivalenif a4:4 coursescheduleTheschedulas calculatedbn thebasis
of the workloadof teachingandresearci{T-TT) facultywho arerequiredto
carrya2:2 coursescheduleanddevoteasmuchtime to researctastheydo to
teaching.The4:4 schedulanaybereducedvhenadministrativeor other
obligationsare assignedThe reductiorshould becommensurateith the same
level of course reductionfor T-TT facultywho servein similar capacities.

All faculty areexpectedo contribute servicéo theUniversityandto participate
in thedevelopmenandgovernancef their respectivedepartmentshe College,

andthe University.

RF Responsibilities

Reviews/Renewals

Packetgor anySPFor RFwhosecontractsareup for renewalaredueOctober6.
Review packetfor thoseon oneyearcontractsvho havenotbeenreviewedand
arein their 3rdyearsincetheir lastreviewarealsodueOctder6. The College
stronglyencouragedepartmentso conductreviewsof SPFandRF during the
Springsemestenvell in advanceof the Fall deadline Departmentarewelcome
to submittheir packet$o theD e a ©ffice in thespringor summerPacketdor
SPFfacultywho are recommendefr nonrenewalmustbereceivedoy the

D e a office by October6.

ANNUALREVIEWS
SPFandRF should beaeviewedannuallyprior to thesettingof salariesor the
following year.An annualreviewis intendedo provideSPFandRF with an
indicatorof their performanceuringthe year;it is notintendedto assessvhether
theyshould beofferedanothercontract.This review doesiot requirea packet, but
doesrequirea procesf evaluation.The processmaybeinformal, althaugh the
Collegestronglyurgeschairpersonsnddirectorsto provide writtenfeedback.
Reviewsfor clearlyhigh-performingSPFsandRFs do noheedto beoverlylong.
If, however,an SPFor RF appearso bestrugglingwith his orherresponsibilitiesor
therearequestionsaboutperformancea moreextensivereview is necessary
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RENEWALS
All reappointmentsf SPFandRF require,underthe Academic Articlesthat

(a) Thefacultymemberi ingtified inadvanceof the evaluationprocessand
submits astatemenand evidenceon thefacultyme mb ewndehalffor use
in theevaluationp r o ¢ é&a& samgle notification lettersee thidink.

(b) The Chairpersononsuts with the CAP

(c) For Special Professional FacultigetChairpersosubmitsa written
recommendatioto Associate DearHolland (servingastheD e a n 6 s
designate.}Jor Research Faculty, the Chairperson will do the same and

submit it to Associate Dean Brockmole

For reappointmeraf any SPFon oneyearcontractsthereis adifferencein the
extent ofthe processn thefirst andsecondyearof anythreeyear cycle compared
with thethird yearwhentheindividual will be subjectto arenewalreview(see
below). In yearsoneandtwo,ac h a i r preconsmemdé@tiemaybemade
usingthistemplate letter:

Dear Associate Deanlolland (for SPF)/ Associate Dean Brockmole (for RF),

I recommendhat (xxx)bereappointedas an(Assistant/Associate/blank)
SPFfrom xxxto xxx. Both theD e p a r t @QoemitteésAppointments
andPromotionsand lhave considerethe materialssubmittecand wehave
evaluatedhecase.

| shall discusswith (xxx)the evaluationof (his/her)work, drawingspecial
attentionto thefollowing areas wherethe CAP and ladjudgecdtherewas
roomfor improvement(xxxx).

Sincerely,
(Signatureof chairperson)

NOTE: For newly hired faculty in their first year, we have extended this
deadline to provide sufficient time for observationPlease refer to the

Administrative Calendar here.

AssistantSPFsor assistanRFsmusthavearenewalrevieweverythird yearor in
anyyearthatthereareseriousreservationgboutthe performancef thefaculty

memberasnotedaboveunder annualeviews.It mayalsoserveasanannual
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review,but is farmore comprehensiv® e f er t o t he check t he
websiteto determine what must be included in the padkssociae andfull SPFs
andAssociateor full RFsmusthavearenewalpacketwhentheyare eligible for a

long-term contractor whentheir contracts upfor renewal e.g.,in thesecondyear

for anassociat&SPFwho hasathreeyearcontractor in thefourth yearof afull

SPFwho has dive-yearcontractlf a SPForamemberof the RFis housedn a
departmentthe chairpersorandthe CAP procesgherenewallf a SPFora

memberof the RF is housedn aunit other thara departmentthe Directorworks

with the College Committe®n Promotiong CAP) for AssociateSPFor Full SPFE

The followingis clarification ofone,three,andfive yearcontracttimelines.

Assistant SPFor RF:
Contracts
o All contractsareoneyearcontracts.
Renewal/Reappointment
0 Letterswith reappointghatarerecommendedy the chair andCAP
canbesubmittedase-attachmentso Assoc.Deanof the Arts and
SpecialProfessionaFacultyif therearenochangesnthei ndi vi dual 0
duties.If thedutieshavechangedthelettermust specifithose
changes.
o Full packeteverythird year(procesdegins in thespringof thesecond
year)or anytime thatrenewalis in question.

Associate SPFr RF:
Contracts

o Contractamaybeoneor threeyearsin length.[A threeyearcontract

mayberequestedifterthreeconsecutive/earsof employment.]
Renewal/Reappointment
Oneyear contracts:

0 Letterswith reappointghatarerecommendedy the chair andCAP
canbesubmittedase-attachmentso Assoc.Deanof the Arts and
SpecialProfessionaFacultyif therearenochangesnthei ndi vi dual 0
duties.If thedutieshavechangedthelettermust specifythose
changes.

o Full packeteverythreeyears(processegins in thespringof the
secondyear.)

Full SPFor RF:
Contracts
o Contractamaybeone,three,or five yearsin length. [Amulti-year
contractmayberequesteafterfive yearsof continuousmployment.]
Renewal/Reappointment
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One,threeor five-year contracts:
0 Letterswith reappointghatarerecommendedyy the chair andCAP can
be submittedase-attachment$o Assoc.Deanof the Arts andSpecial
ProfessionaFacultyif therearenochangesnthei n di v duesh | 0 s
thedutieshave changedhelettermust specifithosechanges.
o Full packeteveryfive years.(procesdeginsin thespringof thefourth

yeal)

o Threeyear contractdull packet(procesdegins in thespringof the
secondyear).

0 Oneyear contractdull packetsequiredeverythird year(process
beginsin thespringof the secondyear)

A memberof the specialprofessionafaculty with atleastsix yearsof full-time
service withthe Universitywho s notified thathis orher contracwill not be

reneweds normallyentitled,uponrequestio aterminalyearcontract.

For any SPFor RF whose3 or 5 year contracts are ending,refer to the
administrative calendarfor the date that packetsaredueint h e Dadfigen 6 s

1.4.3. Promotion Standards
The promotiorof SPFfacultyis basedon excellencen performanceUnlike
teachingandresearci{T-TT) facultywho havefixed timeallotmens for their
probationaryperiod, SPRaculty haveno timerestrictionsontheir respective
ranks.A denialof promotiondoesnot automaticallylimit the termof service for
anassistanSPFor RF. While there aressomeminimum servicetime requirements
thatareordinarily requiredbeforea SPFor RF is eligible for promotionto the
rankof associat&SPFor RF, thereareno maximum timdimits for thatrank.

Evaluationsof SPFareoftencomplexsincetheyinvolve unusuakcombinationsof
responsibilitiesThefollowing represengeneraktandarddasedn theareasof
responsibility.It is understoodhatmostSPFwill needto addresseverabf these

areas.

Standards for th&valuationof Teaching SPFwho have instructionabbligations
are requiredo demorstrate pedagogicaixcellenceThis must beevidentin the
supportive materighatthe candidatesubmits, thestudentevaluationsandthe
peer evaluationdVe recommendhatcandidatesor promotionsubmit ateaching

portfolio to theCAP for their evalution. We expect devel of pedagogical
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excellencgo emergerom all of these materials three areasvidencehat the
learningobjectivesof the coursearebeingmet, currentandrelevantcourse
materials andstudentsatisfactiorwith the quality of instruction.Teachingat
average levels not abasisfor promotion;the quality must beexcellent.lt is also
imperative thab candidatdor promotiondemonstrate professiondgvelopment

sincethedateof hire or thelastpromotion.

Standards for th&valuationof Administration SPFwho haveadministrative
responsibilitiesareroutinelyevaluatedy the heads otheir units.Promotion
requiresdemonstratedxcellenceof serviceto the constituencieservedwhether
studentsstaff, faculty, or administators.This should bedemonstrablén levels of
efficiencyandresponsiveness, tlevaluationandrevision ofcurrentprocedures

andpolicies,andthe expansion ofesponsibilities.

Standards for th&valuationof Researcland Creative AccomplishmenfEhe
evaluationof researctandcreativeaccomplishmenfor SPFor RF who havethis
aspartof their obligationis determinedy the standard®f therelevantdiscipline.
SPFor RFwho applyfor promotionto full SPFmustdemonstrate widespread
recognitionfor excellencen thefield throughpublications performancesgallery
showingsor designsThe venuesof publicationincludescholarlymonographs,
articlesin refereedournals,editedvolumes bookchapterstranslationsandother
publications.The vemesfor creativework includeexhibitions,performancesand
screeningn regional,national, otinternationalyalleries festivals,or theatres.
The criteriaarethe samefor bothresearcrandcreativework: thework must
represenanadvancement dhediscipline andheadvancemust berecognizedn
thediscipline asawhole,not simplyat the Universityof Notre Dameor the

region.

Standards for th&valuationof TechnicalWork SPFor RFwho provide
technicalsupportin scientificor creative areaare routinelyevaluatedy the
directorof their unit or chairpersonPromotionrequiressuperior performance.
Excellencemust bedemonstrable througheincreasecefficiencyof theunit, in
theexpansion okervicegprovidedby theunit, in aseriesof evaluationsthat

documengexceptionauality of work, orin advancesn technologymadeby the
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facultymemberln creative areasuperiorperformancenust bedemonstrable
througha seriesof evaluationghatdocumenthe exceptionaljuality of the work

or in advance#n thetechnologyof thefield madeby the faculty member.

Standards for th&valuationof Service All faculty areexpectedo contributeto
thedevelopmenof their unit, theCollege,andthe University. This contribution
mayincludeawide rangeof servicefrom departmentatommittee worko
communityfocusedprojectsfor studentslt is importantthatspecific
contributionsare identifiable anddvancehe unit thefaculty memberserves.

Promotion Procedures

It is theright of amembetrof the faculty to requestonsideratiorior promotion
andto go throughthe promotionevaluationrwhentheyhavemetthe criteria;
however,|t is only advisablego do sowith the supportof thedepartmenor
director.If someoneequestsconsideratioranda negativedecision iseachedthe
chairperson/director/administrator aradevantCAP maydenyarequesin the
subsequengear unlesshe candidate capresenevidenceof significant

development.

Specialprofessionafaculty or researcHacultywho are membersf adepartment
are consideretbr reappointmenandpromotionby the CAP committeeand
chairpersorof their department. Thegresubjectto thepromotionpoliciesof
their departmentthatareoutlinedin thed e p a r tQARRvolicy Is
departmentdiavingassociater full SPFor RF onthefaculty, the CAP
committeeshould inviteoneof the seniorSPFor RF to serveasa consultant
whenthe promotioncaseof a SPFor RFis underconsiderationWhile the SPFor
RF consultanhwill nothavevotingrightson theCAP committeejt is importantto

include someone frormpeerrank duringthedeliberations.

SPFor RFwho haveappointments in unitdhatdo nothave CAPcommitteeswill
be evaluatedor reappointmenby the directorof the unit. Theyaresubjectto the
policiesof their unit andthe specialpoliciesof the Collegefor SPF.Promotion
casedor SPF or RRandrenewalsf associateSPFor RF with threeyear
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contractswill behandledby the Collegeof Arts and LettersCommitteeon
Promotiongo Associate SpecidrofessionaFaculty. This committee consists
of nineelectedmembersoneassociat®r full SPFfrom eachof thethree
divisions,two full SPFat large fromthe Collegeandfour tenuredull T-TT at
largefrom theCollege.The director/headf thefacultyme mb eumitansler
consideratiorservesasanex officio memberof the Committee.The Committee
is electedby the SPFfaculty of theCollegeto servehreeyearterms.The
electionwill be heldatthesametime of theyear thabtherelections in the
CollegeareconductedThetermswill be staggeredothatthereis adegreeof
continuity. Facultyareeligible to bere-electedoncebeforerotatingoff of the
Committee.The Committee membevdill electa chair attheir first meetingof

eachyear.

In instancesvheretherearenottwo full professionaspecialistandonefull
professoifrom theT-TT ranks,the Associate Deanfor the Arts, in consultation
with the Committeeon Promotiondor Associate Specidrofesgonal Faculty,
will appoint theequirednumberof full professorsThedirector/headf the
facultyme mb eumit drelerconsiderationservesasanex officiomemberof the
Committeewhichis convenednanad ha basis.It will electits own chair atthe

first meetingof its deliberation®n acaseor cases.

The CAPor Collegecommittees responsible fowriting therelevantevaluations
requiredof a promotioncase In the eventthatresearch/creativitis oneof the
areaf responsibility it maybenecessaryo askanothememberof the faculty

who hasexpertisan thesame fieldo write areport.

In all reviewcasestherecommendationsf the chairpersormandCAP committee

or therelevantCollegepromotioncommittee are forwarded theD e a Offie

by October7™ eachfall. The Associat®eanfor the Arts (or the Dean)makesan
independentecommendationVhen theassociatelean(or Dean) anticipatea
disagreemenwith thedepartmentotheCo | | e g e crecommienddtienge 6 s
the Associate Deafor FacultyAffairs or the Deanwill meetwith therelevant

unit todiscusghe caseThecasethenproceedsotheP r o v Office.dte

Provostforwardsthe packet to aubcommitte®f theP r o v Advisody s
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Committee (PAC) thatonsidersSPFpromotions.The caseproceeddrom the

Pr o v Officetd thePresidentvho makesthefinal decision.

1.5 Faculty Development

1.5.1. Mentoring
If grantingtenureis oneof our mostimportantdecisionsmentoringis oneof our
mostimportantobligations.ln manyways,all seniorfaculty should naturally
serve agnentors in varyinglegreesJuniorfaculty membersn mostdepartment
aregivensupportandadvice,althoughwe canalwaysdo better.Because
mentoringis highlyindividualized, it isimportantto consultwith newly-hired
probationaryfaculty earlyin thefirst yearto determinghe bestform of
mentoringrelationship.[More informationon mentoringmaybefoundatthe

endofthis Gui d e A Rar NewwDepartmenChaiper sons D Secti ol

Eventhoughmuchof mentoringis informal, someaspectareformalizedin
UniversityandCollegepolicies.The Universityrequiresall chairpersonso send
annuallettersof reviewto probationaryfaculty. Draftsareto besubmittedo the
divisionalassociate dean advancefinal copiesareforwardedto thePr ovost 6 s
Office andkeptin faculty personnefiles, althoughannualevaluationlettersare
not partof reappointmentenure or promotionfiles. The lettershould be
encourgingin tone,butprovide clear advices.g.aboutthebestjournalor press
placementsprioritiesfor teachingandresearchetc. It is importantto remember
thatthesearenot lettersof evaluation putlettersthatare intendedo help faculty
movesuaessfullytowardtenure. Many departments involvehe CAP in
reviewingc andi d at eandoffermgadece.i al s

Chairpersonshouldalsotakealeadingrole in thepromotionof teachingwithin
their departmenPeerreviewof teachingshould takeplaceat regular interviews
andbeundertakerior avarietyof coursesf differing levels;it should not be

concentratedhto afew weeksduringyearsthreeandsix.

1.5.2. Annual Faculty Performance Evaluations

Everyfaculty memberjncluding everyadministratorpenefitsfrom regular,
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1.5.3.

constructive feedbaabn performanceln mostcasesfeedbackwill begivenas
partof theannual facultyperformanceeview. Chairpersonshouldsolicit an
annualreport(or updatedcv) from eachfaculty membe, giving the faculty
member aropportunityto submit anyinformationthatwould be usefulin making
salaryrecommendationt® the Deanln somedepartmentgperformance reviews
aredonein consultatiorwith the CAP or adesignate@d hoccommitteeln the
latter caseghe CAP or thead hoccommitteemayassisthe chairpersornn the
developmenbf evaluationpoliciesandproceduresindprovidearankingof the
performancef the faculty memberhoweverthe CAP or ad hoccommitteemay
not makesalaryrecanmendationsThis is thesoleresponsibilityof the
chairperson.

Principles for the Review

The chairpersoshouldinform candidatesn atimely fashionwhentheannual
review will takeplaceandgive themalist of materialsghattheyshould submit.
Because¢he annualbudgetaryprocedureswhich includesubmissions o$alary
adjustmentspccur atNotre Daman theearlymonths otthe new calendayear,

chairpersonsrdinarilyreview theirfacultyin Januaryor thelastcalerdaryear.

Everymemberof thefacultyis requiredto submitelectronicallyanupdatedcv to their
respect i v eaddiegraive assistably Jansiaryl2. The administrative assistant
will enterit into theDocumentLibraryin theDatabase asvell asput acopyon the

d e p ar twempageTbelCollegerecommendshat chairpersonsolicit anannualactivity
reportthat inrcludesinformationon facultyactivity in teachingresearchandservice.(herg
Chairpersonshouldreview supportinglocumentssuchascoursesyllabi, student
evaluationf teachingpeer review®f teaching publicationsandpublished reviews;
additionalmaterialsmightinclude informatiorconcerningcurricular developmenand
enhancementheformal recordof advisingandplacement ofstudentsandtheinformal

recordof mentoring.

All three areasf the professionteachingresearchandservice)should be
consideredn annualreviews,with appropriate weightassignedo eacharea.
These weightshould bedeterminedy departments adepartmenthairpersons
andwill differ for individual faculty memberslependingon their teaching
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responsibilitiesandservice obligationsThe generalpractice for theCollegeis to
evaluate tenurefhculty on a40/40/20basis:40%for teaching40%for research,
and20%for service However,a chairpersoror the departmenimaywantto
make differentchoicesPsychologycurrentlysetsits defaultformula at30%
teaching, 50%research,and20%servicebut permitsfaculty membergo adjust
each categoryby up to10%. For example onefaculty member mighthoose
weights of 30%teaching40%researchand30%service;another mighopt for
20% teaching60%researchand20%service As long asafaculty memberis
teachingfour coursegnnually,it is notadvisableo let teachingcountfor less
than30%. For tenuretrack faculty, the generabpracticein theCollegeis to
evaluatewith the standardf 45%for teaching45%for researchand 10%for

service.Service couldgo aslow as5%, but it shouldalwaysbe a factor.

It is importantto takethe specific circumstances a faculty memberinto account
whenweighingresponsibilitiesFor exampleif afaculty membemwas on leave
during the springsemester anthentaughttwo coursesn thefall, the weightsfor
atenuredfaculty membershould besomethindike 20%for teaching,70%for
researchand10%for service Similarly, individualswho receivecourse
reductiondor administratie serviceshould transfethe percentagef time for the
course reductioto service e.g.,aDGSwith atwo-coursereductionfor alarge
programshouldhave percentagelsatrun somethindike this: 20%teaching40%

researchand40%service.

In the case of professionakpecialist{SPFs) whoserimaryobligationis
teachingtheratioswill differ dramatically.Teachingshouldreceivethe greatest
weight,up to 80%or more,with theremaindewusuallyassignedo serviceor
professionatievelopmentin the caseof other SPFsvho havemultiple
obligationstheratiosmust beworkedout atthetime of hire or in thepreceding

y e aanmualevaluation.

Regardinghe teachingcomponentchairpersongrdinarily review quantitative
TCEJCIFs, peer visitationreports,and materialssubmittedby the instructor
(syllabi, narrative TCEKCIFs, studentwork, etc.).
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Whenevaluatingresearchit is importantto devise strategie® takeaccount of
long-term, multi-year project@ndto avoid encouragindaculty membergo
publishwork annuallysimplyin orderto meetexpectationsAs in all areas,
qualityis more importanthanquantity,thoughwithout acertainquantityone

cannotudgequality.

The reviewof serviceshould normallyncludedepartmentCollege,University,
andprofessionakerviceaswell as,whereappropriateputreacho the

community.

Facultyon leave,for partor all of anacademig/ear,should bgudgedwithout
prejudicefor beingon leave. However,faculty memberson leavevho wish to be
consideedfor ameritincreasemust submit theame materialeequesteaf other
faculty membersAs notedabove serviceandteachingpercentageshouldbe
appropriatelyadjusted.

Communicating the Review

Chairpersonshould establisa meandor providingannualfeedbacko faculty
membersabouttheir performancéihile this is asignificantchallengeor
chairpersonsf thelargestdepartmentsf is animportanttask. The performance
review allowsthe chairpersorio recognizeextraadinaryperformance and

contributiongto thework of the departmenaswell asto identifyareasof concern.

Somedepartmentsaveinstituted gorocesgor moreformally reviewingtenured
faculty (particularlyassociate professorsih aregular basisg.g everythree
years.Thereviewaddresseareaghatneedimprovemenif the candidates to
make acceptablgrogresgsowardpromotion,aswell asrecognizingsignificant
contributions Beyondprovidingguidanceo facultymemberssuch reviewslso
afford faculty memberghe opportunityto expressoncernsabouttheir progress
to date ando suggestvaysin which the chairpersongolleaguesandthe
Universitycanassistfaculty membersn achievingdepartmentagjoalsand
Universitystandardsln the caseof afaculty membemwhois performingoelow
standardsa written evaluationshould begiven,articulatingstrategiesor

improvementindoffering whateverassistances needed.
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1.5.5. Salary Recommendations
Each year, chairpersonsarkassd t o provi de the Deanbds Of
of faculty in their department and a list of salary recommendations for each faculty
member. The standardncreaseshouldberecommendedbr faculty members
meetingthe high expectationgppropriatd¢o Notre Dameasaninternational
teachingandresearchuniversity.No increaseor alessthanstandardncrease
shouldberecommendedor anyfaculty membemwhois notmeeting
expectationsAdditional adjustmentsshould baecommendeavhere thechair
believeshereareequityconcernor extraordinarymerit. Eachyear,the
UniversityBudgetGroupdetermineshe standardaculty raisepool. Additional
fundingis reservedatthedecanal levelor three purposedirst, for promotions;
secondfor personsvho hawe performedn truly distinctive wayduringthe past
year(adjustments$or extraordinary performance)andthird, for personsvhose
salariesovertime havenot keptpace with their performancéequity/excellence

adjustments).

Chairpersonshouldbasether recommendationsn fair andthoroughevaluations
of afacultyme mb eerférmanceverthe pastyear.Even ifacommitteeor the
CAP s involvedin theannualreview,only a chairpersormaymakesalary
recommendationf2ecommendationshould besubmitedin advanceof the
scheduledsalarymeetingandshouldprovide enougmarrative backgroun¢e.g.,
# of publicationsor performancesyenues, quantitativendqualitative
informationonteaching someindicationof the quality of departmental
citizenship)to justify recommendationdn orderto providea checkfor general
impressionsmanychairsassigno eachared teachingyesearchandservicé an
appropriate percentage.g.,40%,40%,and20%,respectivelyandthendevelop
for eachareaanappropria¢ ratingon ascale which mightinclude such
categoriesssuperiorexcellentyvery good,standardgood),substandarcand

unacceptable.

Hereis onemodel:Beginby listing the assignedveightsfor all faculty, e.g.,
teachingresearchandserviceat 40%,40%,20% or 45%,45%,10%.Make sure

thatthe percentagearecorrect.For examplea DUS with atwo-coursereduction
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might be evaluatedy 20%,40%,40%.A tenuredfaculty memberon leavefor
oneof the semestersnderconsiderationmight be evaluatel on a20%, 70%, 10%
basis.A long-termassociate professor wiwachesnextracoursen lieu of
researchmight havebe evaluatedy 60%, 20%, 20%. Assigna numericalvalueto
eachof thesix categoriegbove forthe performancef eachfacultyin thethree
areaqsuperior=5gxcellent=4yery good=3,standard=2substandard=Hnd
unacceptable=0)ou maywish to work througheachareaseparatelyather than
to work throughthelist by faculty. Thiswill givethechairpersoraclearerens
for makingcomparative judgmentsboutperformancen eacharea.Multiply the
numberof the scoreby the percentagef theweightof thatareafor each
individual facultymember The factorthatyou useto multiplyis thepercentage
thatyou haveassigned40%-=.4,20%=2, etc. Remember thahetotal of the
factorsby which you multiply mustaddup to 1,e.9.,.4 +.4+ .2=1,.45+ .45 +
A1=1,.4+.2 +.4=1, or.7 + .2 +.1=1.0nceyou havemultiplied the numbersadd
thetotal for all threeandlist thefacultyin adescendingrderon ascaleof 5 to O.
It is agoodideato do this solelypy the numbersatfirst. Onceyou have
establishegour list, work throughit carefullyandaskif thereareanysurprises.
Work throughanysurprises tanake sure thaheevaluatim hasbeenfair and

impartial.

Hereis anexampleof the exerciself we takethefour scenariosibove we would
havethefollowing. Remember %=percentagétheweightin theevaluation,
S=scoreandWS=weighted scord-orthe sakeof the evaluationwe will use

differentscoressincefacultywill likely scoredifferently.

Faculty Research Teaching Service Total

% S WS % S WS % S WS

Full Prof 40% 3 1.2 40% 2 .8 20% 4 .8 2.8
AssistProf 45% 4 1.8 45% 3 135 10% 2 .2 4.2
DUS 40% 4 1.6 20% 5 1 40% 5 2 46
Facultyon leave 70% 5 3.5 20% 2 4 10% 2 4.1
LongtermAssoc 20% 1 2 60% 4 24 20% 3 6 3.2

1.5.6. The Process
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Onceachairpersorhassubmitted thesalaryrecommendations meetingis
scheduledvith the Deanandthedivisionalassociate deafhe meetingwill
afford thedeans th@pportunityto askquestionsandgiveschairpersonshe
opportunityto contextualizesomeof therecommendations:ollowing the
meetingswith departmenthairpersonghe Deanwill work throughthebudget
andsetthesalariesn consultatiorwith the Provost.The Senior Directoof
Finance and\dministrationcontactslepartmenthairpersonsvhen thebudget

hasbeenfinalized by the Provostanddepartmenbudgetsarereadyfor signature.

1.5.7. Salary Appeals
Facultymembersvho aredissatisfiedvith theraisethattheyreceivedare
welcometo meetwith the chairpersoror appropriate associate de@anexpress
their concerndlf thefacultymembemwishes tdile aformal salaryappealthe
faculty membershouldpresenthe caseto thechairpersonn writing. If the
chairpersorinds the complaintwell-groundedhe or sheshouldforwardthe
original requesto thedivisionalassociate deasmongwith arecommendationif
the chairpersorfinds the complaintungroundedhe or sheshouldrespondo the
facultymembeiin writing (it is agoodideato reviewthe salaryappealetter and
thewritten responsén advance withthe AssociateDeanfor FacultyAffairs). The
evaluationof anyappeakhouldtakeinto accountall three areasf the profession:
teachingresearch/scholarshipndservice Thenextavenueof appeais the
divisionalassociate deaifhe associatdeanwill consider arappealbonly if the

chairpersormasrespondedirst. All appealwill bereviewedby the Deanaswell.

All College salariearereviewedregularlyfor equity. In addition,thePr ovost 0 s
Office annuallyconductsanequityauditof all faculty salaries.

1.5.8. Differential Course/ServiceSchedues
TheUniversityof Notre Dame mad& decision tdoecomearesearchuniversityin
thenineteersixties.At thattime, a standardaculty coursescheduleof 2/2 was
adoptedWhile most facultyhavetaken advantagef this reducedeaching
scheduldo increaseresearclproductivity, it is notuniversallytrue. Thecollege

hasnot formally adopteda policy assigningadditionalcoursego facultymembers
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whose researgbroductivityis below expectationglowever,a patternof sub
standardesearctproductivty ordinarily resultsin abelowstandardaiseor no
raise.ln orderto providefacultywhoseresearctproductivityis below
expectationsvith the opportunityto receivea standardr abovestandardaise,
facultymayelectto acceptdditionalcourser to continue exceptionaervice
loads.Chairsareencouragedtio exploreoptionswith facultyin thesecases.
Exceptionakontributiongo theCollegein teachingandservicewill be

recognizedasareexceptionatcontributionsn research.

Journals

The College hamvestedconsiderableesource®verthe yearsin supportof
journals.This supportincludesspacereleasdime, andfinancialsupport All
proposaldor supportshould bealirectedto theAssociate Deafor the Social
SciencesandResearchA faculty membemwho s interestedn seekinghe
assistancef the Collegeshoulddiscusghe possibilitywith their chairpersorand
with the Associate Deafor the SocialSciencesandResearclbeforesubmittinga

formal proposalfor consideration.

1.5.10.Service

College expectatiornfer serviceaim at a balancebetweerprotectingfaculty from
overextendinghemselves thusnpedingthe developmenbf their careersand
encouragingll facultyto contributeto theadvancemenbof thedepartment, the
University,theacademyandcivic society.Theyareintendedo promotea culture
thatbothencouragea senseof communityamongfaculty andprotectsthe
conditionsfor excellencen teachingandresearchObligationswill vary
accordingo individual interestsandasfaculty membersaadvance througthe
ranks. Overtime, all faculty membersareexpectedo makenoteworthy
contributionsto ourUniversityandto their respectivgrofessionsAppropriate
servicecontributionsaretakenseriouslyin decisionsoncerningeappointment,

tenure,andpromotion.

Chairpersonshouldallocate departmentakrviceassignmentfor the yearwith
attentivenesso anequitabledistribution.Specialnoticeshould begivento

disproportionge serviceexpectation®nwomenand minorityfaculty membersit
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Is considered bestpractice fora chairpersorio recognize thatvhenafaculty
memberis involvedin aparticularlyheavyservicerole, eitherinternallyor
externally,he or shemight betemporarilyexcusedrom otherdemandingservice
roles.Suchactivitiesmight involveorganizinga conferenceservingasan officer
in adisciplinaryorganization, oservingasthe editorof amajorjournal. The
mostimportantassignmentssuchassearchcommitteesor other committeewith
especiallyimportantwork for the givenyear,should benade firstto ensurehat
membersarenot overcommitted.In addition,institutedirectorsshouldcontact
chairpersong advanceof creatinga ballot for anelecton to aninstitute
committeein orderto verify thatselectedaculty membersareableto takeon

additionalservice.

Person®n leave,especiallyassistanandassociate professorshould be
counseledo refrainfrom servicecontributionsduringthis period. When this is
not possible the extentof the contributionshould beveighedcarefully. Questions
on this issuenaybedirected to th@ppropriatelivisional Associate Dean.

Teaching-and-Researchor Tenure-Track Faculty (T-TT)

Instructors

Theprimaly obligationsof aninstructorareto completahedissertatiorand to
prepare neveoursesAll service obligationshould bekeptto aminimum until
thedissertationis completeddefendedandthefinal copysubmitted The College
recommendshatthe sewvice loadfor instructorsdbeno more tharb% of thetotal

workload.lt is notappropriatdo askaninstructorto serveon anespeciallytime-
consuminglepartmentatommittee Instructorsshouldrefrainfrom Collegeor
Universityserviceobligations. Westrongly discourage instructofsom becoming

involvedin time-consumindJniversityservice.

AssistanProfessors

It is importantfor assistanprofessorso demonstrate thaheyarecommittedto
the constructiorof a healthyandvibrant departmerdandto therespective
discipline asawhole.In addition,servicecontributionshelpsocialize assistant
professorsnto therolesthat theywill playto agreaterextentlaterin their

academic careerblowever their contributionshould beelativelymodestm
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scale.The Colleggecommendshatthe servicescheduldor assistanprofessors

stay atl0% of thetotal workload.

Departmenthairpersonsnight askanassistanprofessoito serveon oneor two
departmentatommitteese.g.,the departmentatommitteeon curriculumor
teachingandonesearchcommittee The College recommendsatassistant
professorsot participatein Collegeor Universitycommittee workunlessthe
individual hasa particular interesin thespecific committeeandthe natureof the
work would not beoverly time-consumingAssistangprofessorsnaynot be asked
to servein amajor departmentadministrativepositionwithout the permissiorof

their divisionalAssociateDean.

At theassistanprofessotevel, departmentaserviceis mog important.ldeally,
facultymembersat all ranksandespeciallyassistanprofessorsvould consult
with their chairpersoner directorsbeforeacceptingserviceassignmentsutside

their primaryacademianits.

It is importantfor departmenthairpersosanddirectorsof institutes,centersand
programgo avoiddoublingthe serviceobligationsfor assistanprofessorsvho
havestandingn both units Eachunit mayaskanassistanprofessoito serveon
onecommitteebut shouldavoid askingthe faculty memberto serveon morethan
onewithout consultingthe departmenthairpersoror the directorof theinstitute,
center,or program.Thetotal loadbetweerthetwo units should noéxceedhe
loadrecommendedbr afaculty memberin adepartment.

Associat¢ Professors
When theUniversitytenuresa memberof thefaculty, it makesacommitmento
theindividual andexpectgheindividual to makea reciprocalcommitmento the

University. For this reasonwe normallyassumeéhatassociate professonsl|

devoe 20% of their workloadto service.

Associate professoshouldcontinueto servetheir departmentastheydid when

theywereassistanprofessorandshould expantheir servicdoy assuminga
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significantdepartmentgbosition,e.g.,memberof the Commiteeon
AppointmentsandPromotiong CAP), memberor chairpersorof a search
committee Directorof Undergraduate Studiesy, Directorof Graduate Studies.
At this point inanacademic careet is expectedhatfaculty memberswill also
extendtheir servie contributions to th€ollegeandUniversity. A minimal
service loador anassociate professor woube two significantdepartmentabr
centerresponsibilitiesandoneCollegeor Universitycommittee. The numberof
specific commitmentsouldandshould \ary dependingn theworkloadfor each
duty; howevertherule of thumb should béhatanassociate professor witave
approximatelytwice the service obligationsf anassistanprofessor.

At this stagejt is assumedhatfaculty memberawill beginto assumesome
leadershipolesin professionasocietiesor editorial boards Nationalvisibility is
animportantconsideratiorfor promotionto full professor andanbe enhancedby

nationalservice.

It remainamperativefor departmenthairpersonso montor theservicework of
associate professoasdto protecttheirtime sothattheycanprogresgoward
promotion.It is importantfor departmenthairpersonsinddirectorsof institutes,
centersandprogramgo avoid doublingthe serviceobligationsfor associate
professorsvho havestandingn both units.The totalload betweerthe two units
should noexceedheloadrecommendedbr anassociate professor a
department.

Full Professorsand EndowedChairs

For promotiorto full professorthe Collegelooksfor someCollegeor University
service someprofessionaservice,andpromisefor evengreatedeadership.
Facultymembersattherank offull or endowedprofessoishouldsetthe example
for therestof thefaculty andserveasspokespersorfer advancemeniand
progressn all areasTheyshouldalsobeactivein manyof the lessformal ways
expectedf seniorleadersasmentorgo juniorfaculty membersandas

substantiatontributorsto thecollegialatmosphere.

The difference betweehe serviceexpectationgor full professorandendowed

chairs,on theonehand, andssociate professoi®) the other,is notasmuch in
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guantityasin thelevel ofresponsibilitiesvithin eachassignmentThe percentage

distributionfor professorgndendowedprofessors is normall®20%,howeverwe

areexpectingstrongemuality contributionshanassociate professoirs most

casesThepercentagshould beadjustedupwardfor thoseservingin

administrativepositions.

Someassignmentarerestrictedo full profesors:the Full Professor Committee
(FPC)in thedepartmenandtheP r o v advisofy Sommittee (PAC).Ordinarily,

departmenthairpersomwould hold therankof full professor.

Full professorandendowedchairsshouldexpandheir serviceo their
profesgonal societiesn muchthe samewaythat theydo for theirdepartments,
the College,andthe University. Theyshould assumkeadingrolesin their

professionatocietiespn editorialboards andin theorganizatiorof conferences.

Special Professional kculty (SPF)

SpecialProfessionaFacultyaresimilarly expected taontributeto the
constructiorandadvancemenf our intellectualcommunity.Sinceresearchs
not normallyexpectedasa primaryaspecbf theirresponsibilitiesthe dynamics
of serviceobligationsareslightly differentthantheyarefor T-TT faculty.

Instructional SPF
InstructionalSPFsareexpectedo devoteapproximatel\20% of their workload to

service Rankdoes noturtail serviceasstrictly as itdoesfor T-TT faculty since
thesame researatxpectations do napply. Rankdoes however oftenaffect
eligibility. AssistantSPFsare expectetb contributeto their departmentaVhile
thereis norestriction(otherthanthe guidelinesof specific committeedpr them
to serveon Cdlege andJUniversitywide committeesthe Collegeurges assistant
SPFsto devote their greatesnergyto theirteachingandto service
responsibilitiesconnectedo teaching SincemanyinstructionalSPFsare
memberf languageandliterature departmentd is expectedhattheywill

make contributionso theadministratiorand,where relevansupportof language
learningin their owndepartmenand,perhapsin the Collegemoregenerally.in
manycasesthe SPFwill contributeto extracurricular learmg opportunitiesor
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studentsthoughtheir contributions irnthese areado notreleaser-TT faculty
from contributingto thismissionaswell. Associate anéull SPFshould expand
their rolesby acceptindeadershipositions.As with their T-TT counterpas,
facultyin theseniorranks shoulgrovidetheleadershipwvithin the College.They
maydo sothroughrolesof greateresponsibilityin their departmerandthrough

serviceto theCollegeandUniversity.

Administrative SPF

AdministrativeSPFareprincipally employedo supporttheacademic programs
of the College.Theyshould stillcontributeto thecollective welfareof their unit
andthe Collegeby servingbeyondtheir specific administrative roldt is
generallyexpectedhat thiswill constituteabout10%to 20%of their workload.
The natureof therolesthat theyassumeshould expandstheymovethroughthe
ranks,with theassumptiorthattheywill takeon moresignificantrolesasthey

advance througtheranks.

Visitors
Visiting faculty membes maybe assignederviceresponsibilitiesdependingon

thep e r spmsitionzlescription.The servicecontributionswill ordinarily relate
to thev i s iteéachingdradministrative responsibilities.

1.6 Leaves
1.6.1 Definitions

Research leavagleaselenureline faculty members from all teaching and service

responsibilities for a defined period of time in order to enable intense focus on a
particular scholarly pursuiResearch leaves can be valuablds to aid faculty with
bringingexisting projects to fruition or opening new lines of inquirgachingand
researctaculty membersrethereforeencouragedo applyfor researcheaveson a
regularbasis Research leaves are divided into two maiegaties: University
funded research leaves (Se6.2 and externallyfunded research leaves (See
1.63).

Administrative leaverelease faculty members from all teaching and service
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responsibilities after completing terms of major service to the Coléege (

department chair, associate de¢8gel.64.)

Family and medical leavesglease faculty members from all research, teaching, and

service responsibilities for a specified period of time in light of his or her own
serious health condition tine seious medical condition cd spouse, child, or

parent These leaves are jointly governed by the Family and Medical Leave Act and
Uni v e Faculty Babily and Medical Leave Polidpee 1.67.)

TeachingReliesf s a reducti on 1 n gschédalewithitay me mb e

particular semester without relieving the faculty member of other obligations to the
University such as departmental and administrative service. Teaching relief is
statutorily provided in the case of the birth or adoption of a chilupeaobtained
through externalkfunded course buyouts, and can be provided at the discretion of

the Dean in light of major administrative servi(gee 1.6.)

1.6.2 University-Funded Research Leaves
Eligibility
Timing
In the absence of a specific contractual arrangement, T/TT faculty are eligible to
apply for Universityfunded research leave after 10 semesters of teaching since their
most recent Universitjunded leave. There are threeceptions to this general rule:
1 Assistanprofessorsvhosecontracts areenewedor asecondermmay
apply for a Universitffunded leaveo be takeruringtheir second
probationaryperiod
9 Associate and full professors who have recently joined the University may
apply for a Universityfunded leave to be taken after 6 semesters of teaching
at the University, unless a course reduction or leave had already been part of
the faculty memberés negotiations up

1 Faculty members in the terminal year of their contraa@sat eligible for

University-funded research leave.
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Note that gternallyfundedleaves (see 1.6) do not countagainsthe semester
clockfor a University-fundedleave.Note, too, that no leave is guaranteed; all
requests will be evaluated with respicthe quality of the leave activity and the

applicantdos recent sdb2l arly accompl i shi

External Grant Support

All University-funded research leave applications must be preceded or accompanied
by applications foexternalfunding. Qualifyng funding aplications can be of two
kinds:

Fellowships A faculty member may satisfy the funding application requirement by
submittingtwo fellowship applications that, if funded, would support the period of
research leave. This option is most likelyopursued by faculty in the Arts,
Humanities, and humanistic Social Sciences. Prominent examples include
fellowships fromthe National Endowment for the Arts, the National Endowment
for the Humanities, and The American Council of Learned Societies waklip
applicationsto University Institutesor Programseither at Notre Damée.g.

NDIAS, Kroc Institute,or Kellogg Institute)or other universities do not normally
gualify under this policyQualifying fellowship applications must includalary

award tagetsof $30,000 for assistant professors 0f30D0for associate professors,

and $%,000for full professors.

Major Project GrantsA faculty member may satisfy the funding application

requirement by submittingnemajor project grant application that wddund a
particular research project without providing a salary stipBraiminent examples
include the National Science Foundation and the National Institutes of Health. The
grant must be submitted within the twelv®snth period preceding the proposed

start date and the leave applicant must serve as Principal Investigator of the project.
Addi ti onal |tota) valtiemwest exceedbl 78,008 for assistant professors,
$225,000 for associate professors, and $275@0@il professors.

Salary and Duation

If the qualifying grant applicatit(s) described in Section 1.6s2are awarded, the
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applicantds request for |-faraedeSeSectibnl be
1.63.

If the qualifying grant application(s) is/are declined, or if thelltygomember
obtains external support short of tlaegets stated in Section 1.6tRe leave will

r

continue to be considered asa University nded | eave. At the aj
discretion, a Universitjunded leave can be undertaken for one semester at full
sdary or two consecutive semesters at half salary.
Application Process
All University-funded leave applications must include:
1. The applicats G.V.
2. Description of qualifying grant application(s), including budgets
3. A 2-3 page statement of work in which tgplicant describes the research
activities that he or she will undertake during the proposed leave period.
4. A short summary of the applicant ds |
5 A report on the applicantds most rec
and/or ceative work accomplished during the leave period as well as the
influence that work has had on the a

years following the prior leave.
6. A short letter from the chair recommending thsipport of the leave
For the leae application request deadlines, please consult the Administrative

Calendamon the A&L website

Note that ifa faculty membér seaching schedule is not symmefjie., not the

same in each semester) and he or she opts to takesamestetniversity-funded

leave, the leave must be taken during the semester in which the fewest courses are
taught. Course reductions do not rétirward from oneyearto the next as result

of a leave.

Evaluation Criteria and Approval Processes
Eligibility for a University-funded leave does not guarantee the approval of the
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application. Applications wil/|l be evalu
proposed leave projegroducts and outcomes of prior leaves, overall scholarly

record, and, where relevant, trajectory toward renewal, tenure, or promotion.
Successful applicants will show strong evidence of recent research productivity as
indicated by the rate and qualitiyszholarly publication, excellence in graduate

student mentorship (where relevant), and serious pursuit of external fuimding.
addition to the strength of the applica
needs must also be considered.

Departmenthairpersonsvi | | provide a written assess
merits andan explanation of howepartmentaindmentoringobligationswill be

coveredwith existingfaculty) should thdeavebeapprovedlf more tharone
facultymembeifrom the sameareaof specializatiomequests leavein thesame

year,it maybenecessaryto recommendigainst on®r moreapplicationgor that

year. Qairpersons should forward leave applications along with their letters of
evaluation/recommendation to the assecg®an oftieir division according to the
Administrative Calendar

Thedivisionalassociate deans will make recommendations to the Provostivho
render inal decisionsregarding leaveequestsAlthough the associate deans will
notify applicants of their recommendations as early as possible, official decisions

wi || be provided by the Provostoés Offic

1.6.3 Externally-Funded Rearch Leaves
Eligibility
Faculty members are not normally permitted to take an exteifiuaitied leave
i mmedi ately after any previous | eave re
support. Assistant professaraistreturn tothe Universityfor atleasttwo semesters
of full-time teachingoetween leaved.enured professoraustreturn tothe

Universityfor atleastfour semestersf full -time teachingoetween leaves.

Exceptions are outlined in Sectiarb5.
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Faculty members in the terminal yeattlo¢ir contracts are not eligibler an

externallyfunded research leave.

External Funding

Fellowships Externallyfunded leaves are normally granted to a faculty member
who secures an external fellowship with a stipend level that meets or exceeds the
following guidelines $30,000for assistant professqi40,000for associate

professorsand$50,000for full professors

Note that direct costs such as reseansaterials, travel, and stafsfudent wages do
not count toward these stipend targ#tan external fellowship is awarded, the
University wil!/ normally suppl ement the

provide full salary.

The duration of the leave will be governed by the rules of the fellowship award.

Major Project Grants

Externallyfunded leaves are normally granted to a faculty member whaeaas

Principal Investigator, secures a major external grant that funds a particular research
project without providing a tetalVaae y sti p
exceeds$175,000 fomssistant professors, $225,000 for associate professors, and
$275,0000r full professors. Faculty members who are unable to achieve these

targets can consider teaching relief through course buyout$.G&6.

An externally funded leave may be takeémay point during the tenure of the grant,
but in order to balance the teaching needs of the department, the timing of the leave

must be approved by the department chairperson.

Leaves supported by major project grants walldme semester at full salaytwo

consecutive semestershatf salary.

1.6.4 Application Materials, Deadlines, and Approval Process
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Faculty members should notify their department chairperson when applying for
external funding that would, if awarded, ¢jfyahim or her for an externalljunded
leave. Formal applications for externally funded leave should be submitted to
Department Chairs in Septemb@?lease refer to the Administia¢ Calenday.

However, because external funding application deadlingsaard dates vary
(especially for major project grants), applications for external leave may be
considered yearmound. When a faculty member receives notification of an award, he
or she should immediately provide his or Hepartment chairperson withvad to
threepage synopsis of the project, copies of the award letter and budget, and

requested dates of the leave to his or her department chairperson.

Chairpersonslo not need to provide an evaluation of the project but should forward
the project synopsj award letter, grant budget, recommended dates of the
externallyfunded leave to their divisional associate dean as soon as possible. Where
flexibility exists in the timing of the leave, departmental teaching needs may be

considered.

The associatedeani | | verify the faculty member 6:
funded leave forward all materials to the Office of the Provost. Once approved,
Provost will provide the faculty member with an approval letter that outlines the

terms of the externalifundedleave.

1.6.5 Post Leave Obligations

When accepting an externallynded leave, faculty members agree to adhere to the
Uni v e rCenilidt gf Gnmiment Policyduring the period of the leavbdrg.

Unless the external award covered 100% of salary and benefits, they further agree to
return to the University for a full@mdemic year on completion of the leave. If they

do not, they are obligated to repay the University the cost of their salary and/or
benefits including the amount of contribution to the 403(b) plan and premiums for
health insurance the University suppliagidg the entire leave period, less the

fellowship amount.
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1.6.6 Administrative Leaves

Department chairpersons, associate deans, and other administrators identified at the
discretion of the Dean of the College who serve a fwégyear term are eligible

for a onesemester administrative leave after their term expires or-gdah paid

leave at the conclusion of two terms. Administrators may not accumulate more than

two semesters of leave time without explicit written perrois$iom the Dean or

the Provost. The time spent in administrative service may not be applied to the ten
semester clock normally used for- determ

funded leave.

1.6.7. Combining Research Leaves
Combining University-Funded Research Leaves

Faculty members who accrue 20 semesters of teaching since their last University

funded leave may request a full year of leave at full salary/benefits.

Combining Research and Administrative Leaves

One semest research leaves (regardless of type) and administrative leaves may be
taken in sequence so as to enable a continuous full year of leave at full salary.
Without special permission of the Dean of the College, research leaves and
administrative leaves caanbe used in combination to extend the leave period

beyond one continuous calendar year.

Combining University-Funded and Externally-Funded Research Leaves

In cases where a faculty member obtains asamester externally funded leave and

is also eligibé for a Universityfunded leave, he or she may take both externally
funded and Universityjunded research leaves in sequence so as to enable a full year
of leave at full salary. Yedong externally funded research leaves cannot be
combined with Universitfunded research leaves to extend the leave period.
Exceptions to this policy are only permitted under special circumstance and must be

approved by the Dean of the College.
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1.6.8

Combining Externally-Funded Research Leaves

Somefacultymembersnaywin multiple major, externallyfunded
fellowshipsgrantsin asingle competitioncycle.In suchcasesthe Collegemay
permitamemberof thefaculty to consecutively combine externallynded leaves
up to 18 months. Such extensions are typically reserved for tememathers of the
faculty given the importance of developing a substantive teaching record prior to
tenure evaluations. Exceptions will be considered on alpasase basis. In the
case of fellowships,re of the fundingagenciesnustpermit thefaculty menberto
staggettheawardandreceive it in thesecondyear(e.qg.,if afaculty member won
bothan ACLS and aNEH, heor shemight accepthe ACLS for AugustMay and
theNEH for JanuaryDecembey. Thefundingfrom both agencies museémain
intactin order for facultyto qualifyfor this specialarrangementn the case of
project grants, each grant must exceedgtlidelines stated in Section 1.3 In
all cases,heseextensionsare wnsideredexceptiongo thestandardolicy and
requiretheapprovalof the departmenthairpersorandtheassociateleanfor the
facultyme mb alivisios.

Leaves for NonResearch Purposes
Leave to Teach atanother Institution

Under normatircumstances, leaves to teach at another institatie discouraged.
Exceptions to this principle include prestigious fellowships or lectureships that
would clearlyadvance dacultyme mb e r 6 er arcirvita@®e to teacim a

graduate program for faculiy departments without graduate prograPstmssion

is not normallygranted to teach at an institution that is ranked ldaham Notre
Dame.lt is expected that the host institution will be responsibléuibisalary and
benefits. Ordinarily, requests for leave to accept a visiting appointment tlging
following academig/earmust be submittedtotide andés Of fi ce no

March 1. Leaves to teach at ot her i nsti

under the Universityunded leave policy, sek6.2

Leave to Consider Another Position
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1.6.9

Leaves to consider another position are not ordinapfroved. Exceptions are

only approved at the discretion of the Dean of the College.

Unpaid Leave of Absence

Unpaid leaves are generally discouraged, but faculty members in good standing may
requestn unpaid leave of absence, especially to conduct research. Under normal
circumstances, a faculty member may take no more than two semesters of unpaid
leave during a fiveyear period. Exceptions are only permitted under special

circumstance and must be apyed by the appropriate divisional associate dean.

Family and Medical Leaves (FMLA)

Medical (FMLA) leaves are administered by The Hartféwy faculty member
requesting alrMLA must apply through the Office of Human Resmes and the

Office of the Provost. The Faculty Family and Medical Leave Policy can be viewed
here. Full instructions regarding applicatioft8 FMLA leave are availableere or

by calling the Office of Human ResourcsHR helpline at 6356900. Faculty
members applying for FMLA leave are strongly encouraged to make their
department chairperson aware of their application so that departments can
adequately accommodate any resagy curricular and/or administrative changes.

1.6.1Q0 Teaching Relief

Maternity Related Teaching Relief

A faculty member whose due date for the birth of her child is any time during the
semester is relieved from all teachingpensibilities during that semester. In cases
where the birth of the child is expected late in the semester, the faculty member may
alternatively request teaching relief in the semester following the birth instead of the
semester of the birth. Contact thesociate Dean for Faculty Affairs as soon as is

practical after confirmation of pregnancy to request teaching relief.

When a faculty memberés due date falls
semester following the birth of the child may arged by the Associate Dean for
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Faculty Affairs.

Any faculty member relieved of teaching responsibilities under this policy may be
assigned other service and administrative responsibilities during the period when the

faculty member is not on family amdedical leave but is relieved from teaching.

Non-Maternity Related Medical Teaching Relief

Faculty members who take family and medical leave for reasons unrelated to
childbearing should contact the Office of the Provost regarding whether they will be
relieved from teaching responsibilities during those portions of a semester that they

are not on family and medical leave.

Course Buyouts

Faculty can use grants as an avenue to give them more research time by including a
request for funds to buy out cours8sich requests must cover appropriate salary
and benefits (for AY 20118, thefringe benefit rate is 24.8%).

To cover salary and benefits, for the 2d8academic year, the peourse buyout
cost is determined by the following formula:

60% of Base Salary
Cost per course =----------==--mm-mmmmmmmme - X 1.248
# Courses Taught Per Year
For example, for a faculty membwith a base salary of $85,000 and a 2:2 teaching

schedule, the cost of a single course buyout would be [(85,000 x .6) / 4] x 1.248 =
$15,912.

Should a funding agency limit faculty compensation below the calculated cost of a
course buyout, the facultyember may propose alternate funding models with his
or her divisional associate dean. In many cases, the faculty member may need to

forgo summer salary in order to fund a course buyout.

I f a faculty member s t eac hthensgmesnedcke dul e
semester), course buyouts must be taken during the semester in which the higher
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number of courses are taught. Faculty cannot buy out courses to reduce their

teaching schedule to 0 in any given semester.

All course buyouts must be approvey the department chair and the faculty

member 6s divisional associate dean. App
ability to accommodate a buyout request within the curriculum schedule, b) the
availability of alternate instructors to replace thkved teaching, and c) an
assessment of the individual s own <circ
evaluations/performance, administrative/service assignments, etc.). If a course

buyout is approved, the courses that may be subject to thetdayat the discretion

of the department chair.

Assistant professors are reminded that they must assemble a robust teaching

portfolio prior to consideration for tenure.

Administrative Teaching Relief

Teaching relief may be granted to faculty memlit@keng on major administrative
service. Requests for administrative teaching relief should be directed to the faculty

member 6s divisional associate dean.

1.7 Administrative Appointments, Compensation, and Course Releases

1.7.1 Compensation and Course Releases
The College recognizes the important administrative and service work that faculty
members perform when appointed to leadership positions in departments and
programs. In certain cases, the College ftsraourse reductions to provide faculty
with relief time from teaching to assume administrative or editorial responsibilities.
In other cases, the College will allot research stipends or other forms of
compensation. All course reductions or other forfredministrative compensation,
for tenuretrack as well as special professional faculty, require the approval of the
Dean or divisional associate deBheasenote that semesterswith zero course
offerings are not permitted; faculty memberswith coursereductions must
teachat least onecourseper semester.
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1.7.2 Department Chairpersons
Departmenthairpersonsre appointethy the Deanafter consultationvith the
Departmentindthe Provost; theyerveat the discretionof the Dean.A
chairpersomormallyhasathreeyearappointmenthatis renewableDepartment
chairpersonseceivea two-courseper yearteachingeduction though
chairpersonsvho alreadyhavea contractuateductionwould normallynotteach

lessthana 1:1 schedule

1.7.3 Principles for Appointments in Departmentsand Programs
The followingprocedures should bellowed in makingdepartmentabr College
wide administrativeppointmentgor faculty:

1 A letterof appointmenby the chairpersa for departmentahppointments
or by anassociate dedor Collegewide appointments

1 A fixed termfor theappointment{normallyathreeyeartermwith no
more thartwo consecutive terms)
For a sample appointment letter, pleasel3d&/DGS appointment letter

SPFfaculty haveterm limitsthatare definedy their contractandregulatedoy
their rank.Guidelinesfor their appointmentshouldfollow the standard
proceduregor SPFsandincludea descriptionof their responsibilitiesin orderfor
someondo bean SPFin anadministrative role (e.gDUS), thefaculty member
mustalsoteach.If apersondoesnotteachheor sheshould beappointedas a
memberof the staff. The standardeachingscheduldor SPFin administrative
positions should bal:1 ora2:2, dependingn thenatureof their

responsibilities.

1.7.4. Directors of Undergraduate Study(DUS)
In somesmalldepartmentsr programs the departmenthairpersoror director
servesasthe DUS; in somesmaller departmentswell asin somemoderateto-
large departmentsr programsa T-TT facultymemberservesasthe DUS; andin

somemoderateto-largedepartmentsr programs, &H- servesasthe DUS.

1 Itisreasonabléor adepartmenthairpersono serveasthe DUS when
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therearefewerthanl5 facultyin thedepartmenor fewer tharb0
majors/minors.

The DUSIn adepartment oprogramwith fewerthan 100majors/minors
shouldconsdertheadvisingto bepart ofhis orherregularservice
obligation This heavyserviceobligationshould beakeninto account
whenmaking committee assignmengmdwhenreviewingthefaculty
membeifor annualraises.

The DUSIn adepartment oprogramwith 100-250 majors/minorshould
receivea onecoursereduction.

The DUSIn adepartment oprogramwith morethan 250majors/minors
shouldhavea two-coursereduction. At no time should the teaching

schedule be reduced to 0 in any one semester

If aunit hasalargenumberof non-majors/minorghatcreatea substantiahmount

of work for the DUS, the unit mayappeato therespective divisionahssociate

Deanfor specialconsideration.

1.7.5. Directors of Graduate Studies(DGS)
Only T-TT faculty mayserveasDGS.

f

f

f

The DGSin adepartment oprogramwith fewerthan 20graduate students

shouldconsider their roléo bepartof theregularserviceobligation This
heavy serviceshould beaken intoaccounwhenmakingcommittee
assignmentsandat thetime of annualsalaryreview.

The DGSin adepartment oprogramwith 20-50 graduate studenghould
receivea one-coursereduction.

The DGSin adepartment oprogramwith morethan 50graduate students
shouldreceiveatwo-course reduan. At no time should the teaching

schedule be reduced to 0 in any one semester

1.7.6. Directors of Interdisciplinary Minors

f

Directorsof newinterdisciplinaryminorsshouldbe supportedor a
minimum offour yearswith anannu&researctstipendof $3,000andan

annualworking fund for the programof $1,000. Thdour-year
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commitmentrepresenttheC o | | supporiios creativeinterdisciplinary
programslt is intendedto allow for innovationwithout makinga
permanentommitment. The progranshould beeviewedattheendof the
four years.

If aprogramis continuedafterfour yearsbut servedewer thar0
studentsthelevel of supportwill changeDirectorsof programghatfail

to demonstrat@ sustained trajectorgfterfour yearsandhavefewer than
20 studentswill havetheresearclstipendreducedo $1,500peryearand
theworking fund reduced to $500f the numberof studentds fewerthan
10, theresearctstipendwill be $1,000peryearand theannualworking
fund $250.

Programghatfail to createandsustaininterestamongthe undergraduates
will reviewedby the Undergraduate Studi€ommitteeor the College

Councilandmaybediscontinued.

Directorsof programghatfall belowthe guidelinesnotedabovebut are
vital for the educationaénterpriseof the Collegeor whose directorsre
exceptionallyactivemayappeako theAssociateDeanof Undergraduate
Studiedfor specialconsideration.

Course reductionfor interdisciplinaryminorsshouldfollow the

guidelinesabovefor Directorsof Undergraduat&tudies.

1.7.7. Directors of Institutes, Programs,and Centers

1.7.8.

1.7.9

Currently,the standarccompensatioffior a directorof suchaunit is a$5,000
researclstipendor aonecoursereduction.In afew instanceshothmaybe

appropriate.

Editors
The Associat®eanfor Researchieviewsapplicationgor College supporbf

facultywho serveaseditorsof journals.

The College providesoursereleasdor grantsthatmeetthe following thresholds:

1 Totalgrantmust beatleast $300k.
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1.8

The granperiod must b@o more thar8 years@$300Kk.If thegrant
periodis longer,thenthetotal grantamountrequiredmust bencreasedy
thesame fractionln otherwords,4 yearsrequires$400k,etc. Note thatl,
2, or3 yearsrequire$300K.

The granawardmust includeatleast$50k inindirectfunds.

If thesethresholdsaremet, aonecoursereleaseawill begrantedo thePlI
team,which can betakenby oneof the Plson anyyearof thegrant.By
doingso, thePl cannotreducehis orherteachingoadbelow %1 for that
AcademicYear.If the course releaseannotbetaken duringhegrant
periodfor thisreasoror anyother, itcannotbefi b a n K.e, d cannot be
usedoutsideof thegrantperiodandif forfeited. The coursereleasas tied
to thespecificgrantproject/Plandcannotbetransferredr convertednto
anyotherkind of support.

This programis availableonly to grantssubmittedstartingJuly 1, 2010.It
cannotberetroactivelyapplied tocurrentor pendingsupport.

To receivethis supplementarsupport,PIsmustappeato theAssociate
Deanfor Researclandreceive approvdbeforethegrantis submitted.The
coursereleasanust beindicated agollegelevel costsharingin thegrant
proposal.

Multiple course releasdsasedon multiplesof theabove thresholddor
exampletwo course releasder 2 PIswinning $600 on &-yeargrant
with $100k inindirects) willbe consideredn anadhocbasisby

Associate Deafor Research.

Theseguidelineswill beadjustedrom time-to-time to reflectthenecessarievels

of incentivesandsupport.
Cvility & Responsibility

All colleaguesreexpected t@ontributeto thelivelihood of campudife and
accommodatéheir scheduleso meetthedemand®f the curriculum,studentsandfellow
colleaguesTenuredandtenuretrackfaculty areremindecthatparticipationin
Commencemerns arequiremenbf their contractProfessionastandardsof conductare

expectedf all faculty membersn interactionswith studentscolleaguesandstaft.
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1.9

Breeche®f professionaktandard®f conduct should baddressedirectly. If abehavior
problemcannotberesolvedat thedepartmentdkvel, it stould bebroughtto theattention
of the AssociateDeanfor FacultyAffairs (for faculty) or the SeniorDirector, Financeand
Administration(for staff). TheD e a ©ffice mayconsultwith theP r o v Office @rs

HumanResources.

Drug and Alcohol Policy

Guidelinesconcerninghe useof alcoholanddrugscanbefoundin the Faculty
Handbookat Drug and Alcohol policy Any eventinvolving alcoholwith students
(includinggraduatestudentsand prospectivegraduatestudentshasto beapprovedn
advanceby the Vice Presidentand Associate ProvostlughPageNo reimbursements
will beapprovedor the purchasef alcoholwithout prior approvafrom the Office of

the Provost.

1.10 Commencement

1.10.1.Commencement Exercises
Attendanceat the College DiplomaCeremonyand University Commencement
Exercisess considered professionategonsibility for faculty membersn the

Collegeof Arts andLetters.

1.10.2.Departmental CommencementCeremonies
In additionto theUniversitygraduatiorceremonygverydepartmenshould
sponsoia graduatioreventfor theirgraduatesideallyincludinga brief ceremony
thatrecognizegachstudent. Welorchestratedindmeaningfuldepartmental

celebration@regreatlyappreciatedby students antheir families.

PART TWO: UNDERGRADUATESTUDENTSAND TEACHING

2.1

Advisin g
2.1.1. The Strategiesand Structures of Advising

Advisingin theCollegeof Arts andLettersis atwo-tieredprocessnvolving both
thedepartmenandthe College.Departmentahdvisorshandle issuerelatedto
their discipline;other questionare directedo theassistantieansn the Office for

Undergraduate Studies.
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2.1.2.

The Undergraduat&dvising Office usesa cohortsystemfor advising,based
primarily on lastnamesasfollows:

A-E1 DeanCollin Meissner

F-K i DeanNicholasRusso

L-QT DeanAva Preacher

R-Z1 DeanJoseplttanfiel

PrehealthandNeuroscience anBehaviori DeanVicki Toumayan

The hearandsoul ofdisciplinaryadvisingoccursat the departmentaievel.
Timely andaccurate informatiors of theessenceDepartmets andprograms
employvariousadvisingmodels.Somehavea centralizedsystemwith a primary
directorof undergraduatstudieswhois responsible foadvisingstudentsOthers
havea combinationadvisingmodel,with both adirectorof undergraduatstudies
(DUS) whowill advisemoststudentsn themajor,aswell asassignedaculty
advisorswho advisea limited numberof studentsOneor two departmenthave
faculty advisorsonly. Ourfeedbackrom studentsndicateshatthe modelwith
which the studentexpresghe mostsatisfactioris acentralizedadvisingmodel.
Howeverall colleaguesreresponsibldor the mostimportantaspecbf advising:
thedevelopmenandmentoringof our studentsThe entire departmemustwork
to cultivate anatmospherén which studentdeel welcome andirenurturedand

challenged bothinsideandoutsidethe classroom.

Departmentshouldencouragexchangebetweerfaculty andstudentoutside
the classroomEverydepartment shouldave ateast onentellectualeventper
semester that orchestrated eithgsrimarily or exclusivelyfor undergraduate
students. Moreover, faculty should beencouragedto establish mentoring
relationships with studentsthat facilitate opportunities for undergraduate

researchthatare disciplinespecific.

Welcoming Students/ Making BasicInformation Available
Therearea numberof practicegshatacademianits shouldollow to make sure
thatstudentainderstandhe requirement®f the programandsensea welcome

envirorment.Everyunit shouldhave ateastoneparagraplon advisingposted on
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its Webpage thatoversthebasic procedurethe primarycontactpersonand the

office hoursof thatperson.

Eachdepartmentabr programoffice or loungeshould post on itbulletin board
for prospective majorthe name anaffice hoursof its primaryundergraduate

advisoror contactperson.

Everyunit shouldhavesomekind of orientationfor new andorospective
major® a handbookalarge meetingor a setof smaller meetings orderto
introduce student® departmentgbroceduresthed e p a r tnmssiont 6 s

opportunitiesvithin themajor,andtherationalefor themajor.

2.1.3. Community Atmosphere
In additionto aneventfor intellectualexchangeeachsemeste eachdepartment
shouldhave aleastoneeventperyearthatbringstogether studentsn asocial
basis.lt is agoodideato combinethetwo whenevempossible Possibilities

include:
1 aspecialMassfollowed by areception
9 apostlectureor postfilm reception
1 apicnic
1 apizzaparty
1 anouting
1 anannualawardsceremony
1 areceptionduringjunior parentsveekend

2.1.4. Enhancingthe Undergraduate Experience
Therearea numberof otherdepartmenstrategiegor enhancinghe experiencef
undergraduate students:

1 regular mailingdo majorselectronic newslettertistservs/Google Groups

1 annualfall welcominglettersremindingstudentsvho their advisois for the

year

mailboxesfor majorsin smalldepartmentsndprograms

personalizedetters inviting studentgo majorin aspecific fieldthat outline

the benefitsandopportunities othe major (idealfor majorswith low

enrollment)

1 elevationof disciplinaryclubsby linking them todisciplinaryhonors
societies

1 studentmembershipn variousdepartmentatommittees

1
T
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language tables

cultivatingarobustseniorthesisculture

anannualdepartmentasymposiumin which studentgpresentheresults of

their advancedesearch

1 more opportunitiefor interactionbetweerundergraduatandgraduate
stucents

1 astudentbasedpublication

= =4 =4

2.1.5 Undergraduate Codeof Honor and Honesty Violation Procedures
Facultyandstudentsalike are obligatetb adhergotheUni ver si t y o6 s
Undergraduat€odeof Honor.If you suspecanundergraduat studenof
engagingn cheatingof anysort, you maydiscusghe matter withthe
student. Should thestudentadmitthatthere hadeenanHonorCode
violation, andshouldyou andthe studentagreeuponanappropriate
sanctionthe mattercan be settledby your submittingtothePr ovost 6 s
Office anHonorCodeViolation Report,whichis theonly way (outside
of formal hearings¥or the Universityto detectstudentavho cheat
repeatedlyOur proceduresequire thatll othercases of suspectedhonor
codeviolationsbeinvestigatecandadjudicatey HonestyCommittees
i.e., by facultyandstudents in th€ollegein which therelevantcourse

was taught.

The HonorCodeis intentionallynot explicit ontheissueof collaborationbecause
we allrealizethatthedegree anétind of acceptable collaboratianight vary

from courseto courseand,indeed from assignmento assignmentThereforejt is
up toeachprofessoito determinan advancevhatconstitutesacceptable
collaborationandto articulate these exptationsclearly, eitheron syllabior

assignmensheets.

Please remember thatir Honor Codeobligatesall faculty andstaffto maintain
full confidentialityregardingall cased before,during,andafter hearing$é and
you arerequirednot todivulgethenames oftudentsnvolvedin caseof alleged
academiamproprietyto anyone other thathhe AL committee chairlt is
inappropriatego discusgparticularcasewith your departmenthair,department
DUS,thes t u d acadendiadvisingdean, oanyother administratoior faculty

member.
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2.1.7.

Abundantinformationregardingour Honor Codecanbefoundat

http://honorcode.nd.edulf you havequestiongegardingheseprocedures,
please contacheU n i v e Facityt HpriorsCodeOfficer, Prof. PatrickMurphy
(pmurphyl @nd.eduwor the Chairof the Arts andLettersHonestyCommittee,
Curtis Franks(cfranks@nd.eduThe AL committee for2016-17 will alsoinclude
Mary Keys Jennifer WarlickandSusarOhmer.

College Initiatives
The College haandertaken aumberof initiativesin recentyearsto provide
studentswith enrichmenbpportunities:

1 Undergraduatéorafocusingon undergraduate researcpportunities.
1 Postgraduateadvisingthroughthe Office for Undergraduate Studies.

1 The additionof informal collegialspaceaspartoftheC o | | ewgralld s

space planning.

Guidelinesfor the Sporsorship of Student Internships

TheUniversityof Notre Dameis aCatholiccommunityof higherlearning
dedicatedo thepursuitandsharingof truth for its own sake As a Catholic
university,Notre Dameaims toprovideaforum wherethe Catholic intelletual
traditionintersectsandengagesll forms of knowledgefoundin thearts,sciences,
andprofessionsTheU n i v e distinctivgedluiseationabndreligiousmission
includescreatingfi @enseof humansolidarityandconcernfor thecommongood
thatwill bear fruitaslearningbecomeservicetoj u s t In athanciagts
mission,Notre Damesupports thoserganizationsvhosemission iscompatible
with oursandensureghatUniversityresourcesrenot usedto directlysupport or
promote activitieshatarecontraryto Churchteachingln complexcasesye use
the Principleof Cooperatiorto discernwhatformsof collaborationare
appropriatevith groupsor organizationsvho mayshareour concernfor the

commongoodbut do notshareour religiousandmoral conflics.

Internshipscansupportthis mission, irpart, by providingstudents
opportunitiedo exploreprofessional’ocationswhile gaininghandson experience
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thatjoins classrooniearningto careerdevelopmentNotre Dameencourages
studentgo pursie opportunitieshatnot onlycontributeto professionafjrowth
butalsoallow themto see mordully how theirown educatiorwill i b e ¢ 0 me
servicetoj u s tIm keepingith Universitypoliciesandpracticessupportfor

or sponsorshipf internships sbuld beconsistentvith our religiousand

educationamission http://al.nd.edu/advising/academic-policies/internship-credit/

The Collegeof Arts andLettersdoesnot awardacademicreditfor theinternship
experiencalone.However studentsnayearnacademicreditthroughthe
satisfactorycompletionof academic workionein conjunctionwith theinternship.
Furtherdetailsaboutacademicreditcan befound in theC o | | s&@delihesfor

InternshipApproval.

Consistentvith the Principleof Subsidiarity,departmentandacademic programs
usuallywill bebestsituatedo evaluate specifimternshipsandspecific
organization®fferinginternshipsan light of the University 6Catholicmission.
The dearof the Collegeof Arts andLetters,however retainsfinal responsibility

to ensure thasponsorship in givencaseis appropriate.

Severafactorsshould beconsideredn anydecision tdfacilitate, sponsorpr
provide firancialsupportfor internshipghatcontributeto institutionsor
organizationsvhose primarynission is contraryo Catholic teachingthedegree
of involvementwith or promotionof the activity that is contraryo Church
teachingthe moral gravity of the activity itself, thegoodat stake,andthe
availability of alternativesin generalthe decisionto facilitate, sponsorpr fund a
guestionable internshipill dependon thedegreeof separatiorofthest udent 6 s
work from theactivity that is contrargyo Churchteaching.Themoreremovedhe
s t u dwonkis fran the problematic activitythelessproblematids the
internshipfrom the perspectiveof Notre D a m eCatlsolicmission.For example,
whenastudentworkson a projector in aunit of anorgankationthatis distinct
from projectsor units thatperformor promoteactivitiescontraryto Church
teachingjt maybeappropriatdor the Universityto facilitate, sponsorpr fund

theinternship.By contrastwhenthes t u d wonktpaitisipatesn anactivity
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contraryto Churchteachingor directly andsignificantlycontributego that

activity, it would beinappropriatdor the Universityto sponsoor fundthe

internship. In all casesbut particularlyin morally complexor controversial

casespur primaryobligation is toretaintheintegrityof theUn i v e misgionh.y 6 s
Departmenthairpersongsndprogramdirectorsareencouragedo contactthe

Office of the Deanwith anyquestionsoncerning thapplicationof these

guidelinesin particular casednternshipghatarenot sponsoredacilitatedor
fundedby the Collegemaybe listed on departmenor programwebsites.

However thereshould beaclear statemenindicatingthatlisting internships

doesnot constitute arendorsemenf themission oractivities of these

organizationdy the departmentprogramor University.

2.2 Cultivating a Community of Learning

2.2.1. DialoguelIntensive Courses
The College Councilecommendednincreasean classeghatprovidestudents
with oppotunitiesto improve their verbaarticulation,to defendideaswith
facts/theoriesandto creatanodelcourseshatfosterthefruitful exchangef
diverseopinions. Courses dhis type mightincludemultiple formats,suchas
regular studenlked seminarsperiodic debategspeciallyonesin which students
are assigned position todefend;oral examinationsgroupassignmentr
assignmentthatinvolve oral skills, suchasthe useof interviewsto collect

evidenceThe CollegeSeminanwww.nd.edu/~csejris dialogueintensive.The

KanebCenteris agoodresourcdor developinghesecoursesspecificallyasit
relatesto identifyingstrategieandresourcesor encouragingtudentgo speakin

class.

2.2.2. TeachingBeyondThe ClassroomGrants
TeachingBeyondthe Classroongrantsareavailableto facultywho wishto
enrichstudentearningby inviting all studentsn aclassto participatein alocal or
regionalculturalexcursion obby arrangng for a culturalor intellectualevent to
takeplaceon campusExamplesf these activitiesnclude takingstudentdo a
play, concert,exhibit orother culturalctivity locatedon campusjn theSouth

Bendcommunity,or within arelativelyshortdistancefrom campusjnviting a
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guestiecturerto speak primarilyo undergraduatstudentgwithin aclassor a
specific departmentjnviting undergraduatet® accompanwg faculty memberto
anacademic conferencer organizinga departmentide evenisuchasa
culturalfestival). Facultymayrequesup to $150(peryearfor TBC grantsfor

their ownclassesthis amount mapedividedamongthep r o f edassesiver s
the courseof theacademig/ear.Additionally, Directorsof Undergraduat&tudies
or othess chargedwith arrangingdepartmentagvents mayequesfurtherfunding
for supportof programaot affiliated with anindividual class.TBC grantsare
administeredy the Office for Undergraduate StudieSurther informations
availableat: http://al.nd.edu/assets/73879

DocumentingUndergraduate Research

Beginningwith 20042005, theCollegehasaskeddepartmenthairperson$o
keeparecord ofthosemajorsandminorswithin their unitswho areengagedn
substantialndergraduate researptojects.In Fall 2004, theCollegeCouncil
endorsedhtwofold model ofresearcHor the purposes ofrackingundergraduate

research.

The firstmodelis independenbriginal scholarship ocredive work. This will
typically consistof a capstongroject,but mayalsoincludethe presentatiorf a
paperor the submission ofinarticleto arefereedoublication.The followingare
somespecific examples:

i senioror honorstheses;

1 articles(asthe principal or co-author) submittetb publicationswith a
blind orindependenteview process;

paperdeliveredat disciplinaryconferences;

artistic productsuchascinematic featureglocumentaries,
musical scoresphotographic collectionsyr otherworksof art
thatrepresena capstone project;

i creativeworksthatareexhibited outsid®ef Notre Dame.

The secondnodelis handsoninvolvementin ascholarlyprojector creative
work. Examplesvouldinclude:

1 experimentatesearclprojectsundertakerwith or without
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supervisiorof facultymembersat Notre Dame or elsewhere;

1 fieldwork involving observationparticipation,inquiry, anda
substantivewritten presentatiorof original findingsthatexceed
standarccoursework assignments;

1 active participationn researchprojectsinvolving the
gatheringand analysisof primaryartifacts,e.g.,
archaeologicalesearch;

1 thegatheringof ethnologicaddata andheir presentation in a
generallyacceptedlisciplinarymedium,e.g.,ethnographyfilm,
article, poetry,etc.;
aninternshipwherea student isactivelyinvolvedin thecreationof art;
aninternshipor participation inanexternalagencyengagedn a
large scale researghroject.

Standarccoursework and therequirementgor it arenotacceptable fothese

purpogs.Capstone projectsreanexception.

2.2.4. Faculty Dining with Studentsi Table Talk
Learningis deepeneavhenstudentglevelopanintellectualrelationshipwith their
professorsin orderto encouragenorefaculty-studentinteractionoutsidethe
classroomthe Collegefundsmealticketsthatcanbe usedby faculty members
whendining with students in thetudentdining halls. Ticketsare availablen the
Office for UndergraduatStudies Please encourag®ur facultyto takeadvantage
of this opportunity.Someof the mosteffective teacherim the College makeit a

practiceto sit at aable onceaweekandeatwith students.

Fundsarealsoavailablein the Office for Undergraduate Studies faculty members
who would like to hoststudentsn their homesReimbursementsangefrom $150 to
$350, dependingn thesizeof the class.Receiptsarenecessarjor reimbursement.
Detailsareavailablefrom the Officefor Undergraduate Studigsurther information

maybefoundathere

2.2.5 Bridging Academicand Residential Life

We welcome request® holdclassesn residencéiallsor for occasional
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evening classes.Eveningclassesnust beelectivesor coursessuchasthe
College Seminarthathavemultiple sectionsEveningcoursesnust be
approvedoy the Associate Deafor Undergraduate Studies.

2.2.6. Undergraduate ResearclOpportunity Program (UROP)
| S L AJbdsrgraduate ResearCpportunityProgram(UROP) enhances
undergraduate educatiby providingfinancial support tostudentsvho wish to
engagen independentesearchgo creativeprojects, opresentheirresearcthat
conferencesStudentsnay designprojectsindependentlyr proposea project
relatedto someaspecof afacultyme mb eese@rshin eithercaseafaculty
membemustendorsehe proposakndsuperviseéhe project. (Detailed

informationis foundlaterin thisdocumentat4.3.3.)

2.2.7. PostGraduate Opportunities
AssistantDeanVicki ToumayarservesastheC o | | adyisodos AL
studentstakingpre-healthcoursesyhile DeanAva Preachers the
Uni v e prelaw adaser.Additionally, all AssistantDears arehappyto
discusgyraduateschool advisingin conjunctionwith departmentahdvisors.
Departmentareencouragedto provide opportunitiefor studentgo learn
aboutgraduatestudyin the disciplineof their major,e.g.byinviting graduate
studentgo meetwith undergraduate® talk about thevalueof pursuing a
careelin researctand teaching Otherdepartmentgnable studenis their
honorstracksto take graduatecoursesothattheymaybetterunderstandvhat
thegraduate experiences like or encouragestudents t@ttendandeven
presenpapersat national conferences.

We urgeall academiainits toencourage students visit the Center for
Undergraduat&cholarlyfEngagementiousedn 233 GeddedHall. Thereare

extraordinaryopportunitiedor talentedgraduates.

2.2.8. The Center for Undergraduate ScholarlyEngagement (CUSE)
The Centefor Undergraduat&cholarlyEngagemenfCUSE) aimdo encourage
andto assistundergraduategndrecentbaccalaureatesith externalfellowships.

The Centers chargedwith three tasksto raise awareness theintellectual
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benefitsof scholarshigprogramsandoverseghe administratiorof theapplication
processto increasehepool ofviable candidatefor scholarshippportunities;
andto coachstudentghroughthe applicationandinterview process.

The Centeworks inconjunctionwith other existingprogramssuchasthe First
Yearof Studiesor theHonorsProgramto identifytheUn i v e mest t y 6 s
promisingstudentsat anearlystageof their educationOnce studentare
identified,the Centerwill work with facultyto offer mentoringservicego
maximizethe potentialof these studenf®r winning awardsWe encouragell
facultyto work with this office in identifyingandmentoringstudems who are

promisingcandidatesor nationalfellowships. (http://fys.nd.edu/fys

resources/centdor-undergraduatscholarlyengagemen/

Departmental Honors in the Collegeof Arts and Letters

The Collegeof Arts andLettersencouragedepartments toffer students
opportunitiefor more enrichinggnddemandingntellectualexperiencesThese
experiencesnayresult ingraduatiorwith honorsin aparticular disciplineln
suchcasesonorscertificateswill bepreparedor studentsandthe College will
requesthatthe Registrafist graduatiorwith departmentahonorson student

transcripts.

The College Counchasapprovedhefollowing policy on departmentahonors
Departmentahonors in theCollegeof Arts andLetterswill demandsignificant
accomplishmenwithin the specificunit or discipline.This canbe manifested in a
varietyof ways,but eachprogramshouldincludeasa minimum:
A departmentabelectionprocessDepartmentaselectionprocessemay
include,butarenotlimited to, somecombinationof the following:
1 Assessmerof overallacademic performaneethin the University
and/or department;
T Minimum GPAJ either cumulativeor within themajor (the minimum
GPA couldbeseteitherasanentranceor asanexit requirement);
2.2.9.1.1. Departmentainvitation;
2.2.9.1.2. Applicationprocess.

Apprapriate preparatory workThiswill bedeterminedatthedepartmentallevel
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andmightinclude,for example agreatemumberof writing seminarsa greater
numberof advancedoursespr enrollmentin specific classesot otherwise
requiredfor themajo® evenasthenumberof credithoursfor the majormay
remainthesamelt couldalsoincludeactive participationn departmental
colloquia.

A seniorthesisor significantcapstone projeciThe capstonessayor project

should beabove andbeyond thenormalwriting requirementshataremandated

by the College.If coursecreditis givenfor thethesis studentasvho meetminimal
expectationdutwho do not satisfithe high expectation®f honorsmaybe
givencreditandagradefor the coursebut maybeturneddownfor honors.
Departmentsreencouragedo consider apart ofdepartmentahonors
interdisciplinaryprojectsthatcombine departmentalork with as t u d ecohdd s
major,interdisciplinaryconcentrationarea studieprogram,or otherwork that

canbeviewedasenrichingthedisciplinaryorientation.

The recommendeiime to declarethe honorstrack is thesecondsemesteof the
junior year.

2.2.10.0ngoing Evaluation
Eachunit shouldhave formabr informal strategie®f seekingadvicefrom
studentsabouttheir courseof studyin themajorandopportunitiesor
improvementThis form of evaluationmayconsistof an informalmeetingwith

juniorsandseniors anexit survey,or anyothermeanschoserby the unit.

2.3  Curricular Issues

2.3.1. University Seminars
UniversitySeminarsaredesignedo foster intensanteractionbetweerfirst-year
studentsaandfacultyin smallsettingsof approximatelyl8 studentavhereclass
discussioris thedominantmodeof instructionin introducingthe paradigms o&
givenacademic disciplinelhesearewriting intensivecoursesn which students
will write andreadsimultaneouslyandcontinuoushythroughouthe semesterA
minimum of24 pagesandat leastonerewrite of a correctedoaperareexpected.

Everyfirst-year studentusttakeoneUniversity Seminarandthesecoursesre
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openonly to first-yearstudentsConsequentiyniversity Seminargrovidea
uniqueopportunityto showcasehevalueof aliberal artseducatiorat a pivotal
momen whenstudentsarechoosingheir majorandtheir College Each
departmenin the Collegeof Arts andLettersoffers aprescribechumberof
UniversitySeminarswhich will satisfythe universityrequirementn history,
literature fine arts,socialsciene, or thefirst courseof therequirementn

philosophyor theology.

InformationconcerningJniversitySeminarequirementganbefoundin theGuide

to Undergraduateleachingn theCollegeof ArtsandLetters (herg

2.3.2. College SeminarProgram
The College Seminas auniqueonesemestecourseexperience sharday all

studentsnajoringin the Collegeof Arts andLetters.The courseoffersstudentsan
introductionto thediversityanddistinctive focusof Arts andLetters.Information

aboutthe College Seminaincludingresourcegor teachingCSEM, is available at
http://csem.nd.edwndin the Guideto Undergraduatd eachingn theCollege of

ArtsandLetters

2.3.4. Writing -Intensive Courses
Departmentareexpected taesignateoneor moreof thema | acousesas
writing-intensiwe coursesFor the requirements for a writingtensive course, see
https://al.nd.edu/assets/175006/writing_intensive_courses pdihtact the

Associate Dean for Undergradu&teidies

2.3.5. International Study Programs
Sincel1964,Notre Damehasmadeit possiblefor students tearncreditstoward
graduationn internationalstudyprograms.Notre Dame International (NDI)
administerover40 academieyearprogramsandsevensummeiprogramsin 20
countries Qualified studentdrom the undergraduateollegescan elect tospend
asemesteor ayear abroadh oneof our programsParticipationn the programs
is restrictedo thesophomorer junior year.Notre Damestudentsnay also
applyto SaintMa r Ydllsge programd\DI alsofacilitatesapplicationgo an
approvedprogramin Athens.Informationaboutstudyabroadopportunitiesan
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befoundat https://internationland.edu Studentsare encouragei participatein
University programsvheneveipossible Limited exceptionshowever,aremade
for studentswhose academiar programmatic needsannot benetthrough
existingNotre Dame programsStudentsconsideringsud programsshould
consultDeanVicki Toumayarnin theOffice for Undergraduat&tudies.

All studentggoingabroadn whatevercapacity,need theermission of
departmentadndc o | | e g i aQffiee) advViseraiThadegoingon Notre
Dame programmust beselectedby NDI. Studentsparticipatingin NotreDame
programsareregardedasNotre DamestudentsThose whareon non-Notre
Dame programdyut who have receivethe permissiorof theiracademiadean,

will begivenastudyleaveof absence.

The Officeof InternationalStudentServicesandActivities (OISSA)

(https://international.nd.edu/igsassistavith the needs of international

studentsstudyingat Notre Dame.Copiesof the Handbookfor International
Student@nd Scholarsand NotreDame publishedannually,maybe obtained
throughOISSA.

2.3.6. Faculty Opportunities Abroad

NDI alsoprovidesinformationonteachingand researclopportunitiesabroadfor

faculty.

2.3.7. TeamTaught Courses
Teamteachingoffersrich possibilitiesfor interdisciplinarylearningboth within
andamongdepartmentandprograms.Teamteachingonthegraduate and

undergraduatkevel) is encouragedinderthe following guidelines:

Guidelinesfor TeamTeachingn the Collegeof Arts andLetters:

AOrdinarily, full creditfor teachinga coursecanbe sharedby no morethan

two facultymembers.

AA coursemaybeofferedthree timedor full credit. After the coursehas
beenofferedthree timesit will bereviewedin consultatiorwiththe De an 6 s

office andadecisionwill be madeconcerningheassignmenof course
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credit.It is assumedhatboth membersof theteam offeringa coursewill

actively participaten all phase®f thecourse. Coursesn which two faculty
memberssplit responsibilitiege.g.onecoversmaterialfor oneportion of

the semester whiléhe otherfaculty membercoversmaterialfor the
remainingportion)arenot consideredeamtaughtcoursedor our purposes.
AA departmenbr programmayoffer no more thar0%of its coursesn a
teamtaughtformat.

AOrdinarily, teamtaughtcoursesshouldhavea minimumenrolimentof 12
undergraduatesr 8 graduate studen{se., doublethe minimum enroliment

for single instructor coursesxceptons must bepprovedy theDe an 6 s

office.

All requests for team teaching should be submitted to the department chair (or
chairs in the case of courses involving faculty in more than one department). If the
request is for an existing course, it shoulddsntified by course title and course
number. Deadlines for submission by department chair to th divisional

associate dean for Fall and Spring courses can be found specificdilgre

Application proceduesfor new teamtaughtcourses Facultymembersvho wish
to offer anewteamtaughtcourseshould submit érief proposale.g.,two-page
singlespacanaximum)to their departmentchairperson(s3pecifying the
following:

A Title of thecourse

A Namesof involvedfaculty andtheir departmenaffiliation(s)

A Descriptionof the course jncludingwhetherit represents new courseor
onethathasbeenofferedasa singly-taughtcoursen thepast;in thecase
of thelatter, the frequencywith which the coursehasbeenoffered.

A Learninggoalsfor students in theourse.

A Proceduresindstandardgor evaluatingstudentperformance

A Descriptionof responsibilitiesandareasof expertiseof involvedfaculty

A Anticipatedenrollment

The chairpersonn consultatiorwith the departmenturriculumcommittee,
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shouldsenda letterof supportto their divisional associate deaddressingnow

the course willenrichthe curriculumaswell ashow it mightenhancehefaculty

me mb ewndpsofessionagrowth.If adepartmentorwardsmorethanone

proposal, thechairpersorwill needto providearankordering ofthe proposals.

In casesvhere faculty membersarefrom differentdepartmentsr Collegespoth
departmentchairpersonshouldsenda letterindicatingtheir support. The

dear t ment of the courseds primary home s
Office. In cases where a course is taught by faculty from two departments, one
department should take responsibility for collating and submitting the

application, including the letteff support from the other department chdine
Deands Of fi ce s hoondsdtofaocumentationéranyr ecei v e

course proposed.

Proposalsvill be evaluatedaccordingo thefollowing criteria:
A IntellectualConsiderations

o Interdisciplinaryor mutidisciplinary innovativenes®oesthe course
contributeto theadvancementf afield or fields by placingtwo
differentperspectivetogethermorethanmight occurif only one
facultymembemwasteachinghe course?

o0 Studenbenefit Doesthe proposedtourseprovidestudentswith a
uniquesetof perspectiveshatwould otherwisenot occurif only one
faculty membeitaughtthe course®hat is thampactof theteam
taughtcourseon thecurriculum?Doesit enrichthe curriculumin ways
thattwo differentcoursegaughtin separatelepartments doot?

o Faculty developmenboes thecoursefacilitate thefacultyme mb er s 6
scholarlyor pedagogicagjrowth?If so,how?

A PracticalConsiderations
0 Iseachfacultymemberfully committedto thecourse(e.g.,attending

all classesgrading,etc.)?

o0 Isthedescriptionof the courseclearlypresented?re thelearning
goalsclearlyarticulated?

0 Hasthis coursebeenofferedpreviously? (Ordinarily, first-time
coursewill receivehigherpriority thana coursethathasbeenoffered

94



repeatedly.)

o Will thiscourse attractufficientstudentenroliment?
o0 Doesthedepartmenhaveareasonabl@lan toaddresgheloss ofa

course?

Proposalsandlettersfrom thechairpersonshould besubmittedto theassociate
deanfor your division (or bothassociat@leans irthe caseof coursesnvolving
facultyin more tharonedivision) by Septembel, 2016for coursegaughtin the
Spring 2017semester andanuaryl, 2017 for coursegaughtin theFall 2017

semester.

Facultyarealsoencouagedto considertheP r o v nisiativé en TeamTeaching

http://provost.nd.edu/assets/60380/provostinitiativeonteamteaching_fall2010proce

dures.pdffor facultywho wish to teacha coursetogether anavho arefrom two
or more collegesContactAssociate ProvostiughPage(hpage@nd.edyfor

more information.

2.4 Policies

2.4.1. Scheduling
Facultyareexpectedo work collaborativelywith their colleague$o build a
schedule thgblacesstudenineeddirst andfully utilizesclassroonspace across
theentireschedulinggrid. Please make agffort eachsemesteto scheduleclasses
acrosghefull rangeof timesavailableto you; it is expectedhatno morethan
40%ofad e p a r tclassamitll descheduledn prime-time slots(10:00ami
3:00 pm.)Themostunderutilizedtimescurrentlyare8:30a.m.on Mondaysand
Wednesdayds;ridaysall day,andafternoonghroughoutheweek.Giventhat the
College haslimited numberof classroonspaceso useateachstandardime
slot, all effortsaimed at facilitating greater stewardship the schedulingof

coursesvould beappreciated.

2.4.2. Course Assignments
The availabilityof coursesemainsa sourceof concernfor our studentsLong-
range andong-termcurricularplanningwill result inmore balancedfferings
overthecourseof ayear.
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2.4.3.

2.4.4.

2.4.5.

Course Cancellations
Circumstancesccasionallyarisethatrequire cancellatioof alreadysubscribed
classesSuchcancellationshould beexceptionahndmust bereviewedby the

Associate Deafor Undergraduate Studideforethe Registraiis contacted.

Studentsaffectedby cancelledcourseshould benotified by thedepartment
immediatelyandalwaysbe offeredthefollowing: (1) aviablealternativecourse,
idedly atthesameclass timgthis mayrequireaddinga newcoursewith open
seatdor everyonen thecancelleccourse)y(2) personahelpfor eachstudent
(providedby the department)n adjustinghis orherscheduleandobtainingthe
proper permission(sgnd(3) anexplanatiorof the situation,includingreasongor

thecancellation.

Large Classes
Classesvith more thanl00 studentshouldordinarily havetutorials.Exceptions

should bealiscusseavith the Associate Deafor Undegraduate Studies.

Syllabus
A syllabusmust bepreparedor everycourseandsubmittedto thedepartmentA

syllabusshouldcontain:

A Basic informatioraboutthe courseandtheinstructor,including contact

informationandofficeshours;

A A clear statementf learninggoals,courserequirementsandgeneral
expectation®f students;

A Attendancepoliciesandcriteriafor evaluatingassignmentsgrading
percentageandpolicies;
A Requiredandoptionaltexts;
A Tentativescheduleof topicsard assignments;
A Statemenbn theHonor Codeandplagiarism.
Facultyareremindedhat theyshouldgive atleast oneassignmengwith
evaluation) beforenidterm.
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2.4.6.

2.4.7.

For further informatiorseeGuideto Undergraduatd eachingn theCollegeof Arts
andLetters https://al.nd.edu/assets/208031/guidebook2016.pdf

Faculty Absences

If aninstructorwill misstwo classe®r be out of town for morethanthreeto four
days,theabsencehouldbe clearedn advancewith the chairpersorof the
department and/or program offering the clasaculty membergnissingclases
becaus®f scholarlyactivitiesandprofessionatravel are expectetb reschedule

these classes.

Field Trips and Missed Classes

The College recognizes the value of class field trips and offers some funding for such
opportunities through Teaching Beyond the Classroom programs. However, we
should like to clarify college policy on this matter. In general, instrustorsld

avoid organizing field trips that would require their students to miss another

i nstr uc (ooarregised labl sassion associated with a class). Such field trips

often impose a dilemma on students who are forced into a difficult situation not of
their making; they also impose appreciable extra work (i.e., composing discrete
makeup quiz or exam) on the ingttors of classes that are missed. However, if an
instructor does decide to arrange a field trip that requires students to miss another
class, these guidelines apply:

A An instructorcannot requirstudents to participate in a field trip that would
forcete m t o miss another instructoros
course assignment that requires participation in such a trip, an alternative
assignment must be designed for students not participating in the trip. No
penalty of any kind can be assesse@d@tudent who chooses not to
participate in such a trip.

A It is the responsibility of the instructor organizing the trip (and not the
student) tacontact the instructors of every class that will be ndissbe

instructor should inform other instructarsthe time/nature of the trip and
should explicitly recognize the right of each instructor to decide whether or
not to grant an excuse for such an absence.

A The Collegeds Teachi ng WBiknptsponsort he
97
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any trip that requires studentst mi ss another instruct
A Itis strictly forbidden to organize such a trip during the week before
break (i.e., midterm week) or the week before finals (i.e., the last week

of classes) or during finals week.

2.4.8. ExcusedAbsencesfor Postgraduate Opportunities
The Academic Counciecommendshatfaculty memberdakeinto account the
crucialimportanceof interviewsfor undergraduate studergseingpostgraduate
opportunitiesandthatfaculty membersexhibit flexibility andgoodjudgment in
allowing seniorto obtain,with proper verificationareasonable numbei
excusedabsencefor suchinterviews.Studentshould notifytheinstructorin
advanceof suchanabsencelf aconflict should ariséetweerafaculty member
anda studentconcerningsuchanexcusedbsencethe studentmayappeak
negativedecision to théeanof thes t u d eolleged s

2.4.9. Final Examinations
The AcademicCodemandates summative assessment for all undergraduate
courses. This ay take the form of a final examination, term paper or project,
takehome test, or oral examination. For complete regulations regarding the
scheduling of final assessments, consult the Undergraduate Academic Code
http://honorcode.nd.eduNo examinationsshould bescheduledor studydays.
Takehomeexaminationshould bedueatthe time of theregularlyscheduled

examination.

2.4.10.0ffice Closings
A policy regardingoffice closingshasbeenestaltishedto ensurghe departments
maintainoperationgduringcritical times.T h e D @ficanust benotified and
adeanmustgrantapprovalsothatproperresponsandcoveragecanbe
established(This policy may be found und®OLICIESattheendof this
Guide.)

2.5 Evaluation and Recognition

2.5.1. Evaluation of Teaching

All casedor renewalandpromotionare evaluatedsingguidelinesissuedoy
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ACPET (AdvisoryCommitteeto theProvostonthe Evaluatiorof Teaching).

ACPET guidelinegncourage narrativevaluation®f teachinghataddress
broader issuesuchasthe quality of the learninggoalsfor eachcourseandthe
appropriatenessf the methods tachievethelearninggoals;the extent towhich
thefaculty memberfostersgenuine studenearningin andbeyond theclassroom;
the evaluationof faculty membersandstudentghroughpeervisitations;and the

candida erécesrdin curricular development

2.5.2. Course Instructor Feedback(CIF)

Beginningin thefall of 2008, thelT CE, a Universitywide instrumenby which all
studentsvaluate theicoursesandteacherswasreplacedoy anon-line instrument
(CIF). Informationon theCIF processincludinghow to assign specificlearning
goalsto coursescan befoundin the Guideto UndergraduateTeachingn the

Collegeof Arts andLetteas.

All coursesreevaluatedregardles®f the enrollmentandeachinstructorin
teamtaughtcoursess evaluatedseparately.

2.5.3. Awards
The College promotesxcellencan pedagogyn anumberof ways.Oneof the
most visibleis in therecognitionthatwe accordo thosewho excel.

2.5.4. CharlesE. SheedyAward for Excellencein Teaching
The Charle€. SheedyAward for Excellencan Teachingvasnamedfor Rev.
CharlesSheedyC.S.C., anuchbelovedDeanof the Collegeof Arts andLetters.
The SheedyAward s givenannually.Therecipientis choserby a committeeof
former winnersandcurrentundergraduatstudentsNominations from both
faculty andstudentsarewelcomeuntil 5pm on Februarg7, 2017andshouldbe
addressetb theAssociate Deafor Undergraduate Studidsor alist of former
SheedyAward recipients pleaseconsultthe Sheedy Award page

2.5.5. Joyce Teabing Awards
The Joyce Awardiormerly knownasthe KanebTeachingAward, was
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establishedan 2007andis namedfor the late executivevice presidenof Notre
Dame.lt honorsfaculty membersvho havehada profoundinfluenceon
undergraduate studentsoudh sustained exemplatgachingand,in particular,
recognizeprofessorsvho create environmentiatstimulate significanstudent
learning,elevate student® anew levelof intellectualengagemengndfoster

s t u d &bitity te éxpresshemselvegffectivelywithin their disciplines.

For more informatioon theaward,seehere.

2.5.6. Dockweiler Award For Excellenceln Undergraduate Advising
Establishedn 2007througha gift from the JuliaStearndDockweiler Charitable
Foundationthe Dockweiler Awardfor Excellencan Undergraduatédvising
annuallyrecognizesapproximatelfthreememberof thefull -time faculty or
exemptstaff whohave @monstrate@ sustainedommitmento Notre Dame
undergraduatehroughoutstandingnentoring,academi@dvisingor career

counselingservicesFor more informatioron theaward,seehere.

2.5.7. Dondanville Family Graduate Award in Arts and Letters
The DondanvilldFamily Gradua¢ Award in Arts andLetters,awardedannually,
emphasizethevital importanceof maintainingundergraduateeaching
excellence whilgpromotinggraduate programs.

2.6. Enrollment Management

2.6.1. Under-Enrolled Classes
For pedagogicaswell asfinancialreasonsthe Collegekeeps to aninimum the

numberof classesvith fewer thareightstudentsor more tharb0 students.

Currently,undergraduateourse enrolimentselow eightrequire justificationand
graduateenrolimentsbelowfive require justificationln casesvheretherearesound
reasongo offer a course withow enrollment.approvalshould besought from the

AssociateDeanfor Undergraduate Studiéy thefirst dayof the semester.

2.6.2. CancelingClasses
If acourseis cancelledjt mustbemadeup eitherby re-assignmenor by

increasinghefacultyme mb eeachisgschedulen asubsequergemester.f it
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is necessarto cancelaclassafter TUSCdavebeensubmittedplease contache

AssociateDeanfor Undergraduate Studies.

To insure that classis properlycancelleda coursecancellatiorform must be

completed andsubmittedto theOffice for Undergraduate Studies.

2.6.3. ClassSize
Enrollmentcapsaresetby departnentchairpersong consultationwith the
D e a office. TheR e g i sdfficeavill eferall requestdy individual faculty

membergo thedepartmenthair.

2.6.4. Course Management Informationand Training
Trainingworkshopdor Notre D a BanetsSystemwhich providesinformation
on coursesincludingenrolimentdor eachcomingsemesterandinformationon

individual studentscanbearrangedy contactingheR e g i sdfficear 6 s

2.7. Education Program in Cooperation with Saint- A O WC4lléye

2.7.1. Education Program
Notre Damedoes nobffer educatiorcourseshowever througha cooperative
arrangementvith the Departmenbdf Educationat SaintM a r Ldllsge,students
cantakeeducatiorcoursesand arrangéo do studenteaching After appropriate
coursework andonesemesteof studenteachingstudentsare eligible forstate
certification.Additional questionshould beeferredto AssistantDeanNicholas
Russo in th@ffice for Undergraduate Studi€¢631-7098).

PART THREE GRADUATE STUDIES
3.1 Graduate Sudies Overview

3.1.1. OverseeingGraduate Studies
The Associate Dean for Research is the primary cobh&eteen the College and
the Graduate School for general issues relating to gtadiducation. Each
divisional Associate Dean is the point person in the College for issues related to
graduate studies in the relevant programs. He or she is responsible for the

evaluation of graduate programs, promoting best practices among graduate
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programs, reviewing the current graduate program budgets, and vetting requests

for additional graduate funding.

3.1.2. Duties of Director of Graduate Studies

Each graduate program in the College must have a Director of Graduate Studies

(DGS), appointed by the Department Chair. The terms of the appointment are

reviewed and approved by the divisional Associate Dean. The Director of Graduate
Studies serves as administrative coordinator and main point of contact for her or his
respective progm. He or she also functions as a liaison among students, faculty, the
Arts & Letters Deanodos Office, and the Gi

The Director of Graduate Studies is responsible for promoting a strong graduate
program. The DGS oversees recruitment, applinatand admissions, and graduate

student orientation for the department. The DGS should uphold and develop
depart ment al policy in conjunction withHh
Committee. The DGS should regularly advise students on registrataiassional
development, departmental service, progress toward the degree, the job market and
placement. In addition, the DGS is expected to report periodically on the program to
the Deands Office and to the Graduate S

3.1.3. Graduate Admissions
Each fall, the divisionbdbs Associate Dea

with the DGS and the Chair of each PhD program. This discussion will determine
program targets for recruitment, including the target size of the incomirgt coid
the number and size of corresponding stipends. In addition, these discussions will
determine the number of Presidential fellowships allocated to the program for

recruitment.

After this meeting, the DGS and Chair will receive a letter from thedatsoDean
with admissions authorizations, including specifications for the size of cohort, size
of stipend, number of fellowships, etc. for the coming admissions cycle. Note the

following stipulations that remain constant from year to year:

102



Cohort Size

The target cohort size is the total cohort. It includes students funded by the College
and all other sources. Né@ollege stipends should be used to offset College
stipends, not increase the size of the cohort unless approved by the divisional
Associate Dan. If a program admits more students than the target, the program

must fund them from the stipend bank.

Unused stipends can be banked or redistributed for other uses after consultation with
your Associate Dean. Options include placement in the stipamdfor future use,
using the uncommitted money to increase stipend levels, or using it for other types

of graduate student support such as travel or professional development.

Stipend Bank
The departmentds stipend banKheiGraduagi@ai nt a

School Director of Budget and Operations can provide the metstdgte bank
balance. Please note that the stipend bank is the total amount available to the

program and is not an annual amount.

Select Fellowships

The Graduate School offeasnumber of select fellowships to top candidates among

each incoming class. Select fellowships award a higher level of stipend support to
students than the general College supported stipends. Selection is competitively

based on nominations from the DG%d3e note that any Select Fellowship winners
are included in the programbés target <co

used to increase the size of the cohort.

For a complete list of Select Fellowship and their criteria, please visit the Graduat

School 6 sSelecteFbllsviships :

Presidential Fellowships

The Deands Office allocates a number of

program Presidential Fellowships recognize promising graduate candidates and
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award those candidates with a stipend of $26,000 over 12 months.

The DGS does not need to nominate incoming students to any outside body in order

to secure a Presidential FellowsHipesidential Fellowships are offered to students

at the discretion of the DGS and the de
order to recruit outstanding and competitive candidates. Please note that any
Presidential Fellowship winners are includedinet pr ogr amdés t arget

Presidential Fellowships should not be used to increase the size of the cohort.

Unused Presidenti al Fell owships can be

cycle with the approval of the divisional Associate Dean.

Presidenti al Fell owship awards should b

The Graduate School s application syste

Matching Offers

If a potential student receives an offer from a peer or aspirational peer institution

that the department wid like to match but cannot with the resources already

available, the DGS is welcome to have a conversation about matching an offer with
the divisional Associate Deafhf o Thiee Cot i |
of a student who has received gstid offer from a peer or aspirational peer

department. There is no specific formula for thedéfpeach is customized based

on the situation.

Professional Development Funds for Incoming Students

At this time, the department may offer each incomindesttia $1,500
professional development accouftr more on professional development funds

see 3.3.2 below.

3.1.4. Graduate Stipends and Jobs

Graduate (GA) Stipends
The College Guarantees funding for graduate students through thevérgeéirs of
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graduate study, contingent on satisfactory progress towards the degree as defined by
program requirements. Depending on the graduate program, students either receive
the base stipend, paid over 9 months, and may apply for additional summegfund

on a competitive basis; or they receive a highemmbath stipend with no

additional summer funding. Many students receive additional funding in the form of

premium fellowships and other tagp funds.

Ph.D. Stipend Payment Schedules

First-year studatsi Students entering the program will receive their first stipend
payment on 8/31. Students entering the program must comply with Fe@eral |
requirements and submit their social security number before receiving their first
stipend payment. (Those withit a SSN should have applied for one to receive

support.)

PhD students on 12 month stiperfiddrtually all departments have moved to 12

month PhD student stipends. Like all graduate stipends, these stipends are paid
semimonthly on the 15th and lastydaf each month. The annual year begins 8/16
and ends on 8/15. Technically, the graduate annual stipends will be broken down
into the Academic Year and Summer, and may be further broken down into the fall
and spring semesters, if appropriate. The @atiaster begins 8/16 and ends 12/31.
The spring semester begins 1/1 and ends 5/15. The summer session begins 5/16 and
ends 8/15. Stipends will be entered at the department level so that atheathly
stipend payments are equal. Graduate student®grgmns with 12 month stipends

are not eligible to apply for additional summer stipend funding. Students receiving
top-up funding will also receive stipends on an annualized basis, with payments
processed in such a way so that payments are equal on-meathly basis. The

graduate school will assist in determining proper foapal splits and distributions.

PhD students on academic year stipen@month or academic year stipends are
paid semimonthly on the 15th and last day of the month. The 9 moménsti
period begins 8/16, with the first payment disbursed on 8/31, and ends 5/15.

Stipends will be entered at the department level so that alireemthly stipend
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payments are equal. Graduate students in programs with 9 month stipends will be
eligible 1o apply for summer stipend funding if the department has funding
available. Students with 9 month stipends who also receivepatipends will

receive the tojup stipend as summer funding and will generally not be eligible to
receive additional summetigend funding. Summer stipends begin on 5/16 (paid
5/31) and end on 8/15 (paid 8/15), are paid smamthly, and are entered by the

department as equal semonthly payments.

If a student on a Xfhonth stipend graduates in May, the stipend will end &y M
because a graduate stipend cannot extend beyond graduation. The student may
receive total payments that are less than the promised stipend because of the way
stipend payments are averaged across 12 months. In those cases, the College will
supplement ta May payment so the student will have received a total stipend equal

to the promised stipend.

3.1.5. Sixth-Year Funding

a) Students who win external fellowships at or above the base stipend amount and
who did not collect a stipenddim the College for one or more years during their

first five years of study may apply for an additional year of funding (see the
procedure below). Fellowships funded by sources within the University (NDIAS,
Nanovic, etc.) do not count as external felloipsh

b) Sixthryear funding is not guaranteed for these students, but external recognition
of a studentds research and progress to

consideration of applications.

The College will not pay for more than a single addisil year of funding (e.g. a
student who wins an external fellowship that runs for two years may not then collect
a College stipend in their sixth and seventh years.) §eah stipends will be paid

over nine months, endly in May of the sixth year.

¢) Students who have not finished in five years and have collected a stipend from
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the College for five years may also apply for siydar funding, if funding is

available. Sixthyear funding is not guaranteed for these students; funding decisions
will be mack by the divisional Associate Dean in consultation with the DGS and the
student 6s advi s or .-yearfamging raybmeffersdtomal ent s ,
semester to semester basis. Students must show evidence of sustained and
satisfactory progress towardetbompletion of the dissertation, and a plan for

completion by the end of the sixth year. The application process is explained below.

The College will monitor closely whether students who are awarded a sixth year of
funding achieve what they say they gmeng to achieve. If programs regularly
request and secure sixgkar funding for students who fail to finish, the success of

subsequentplications may be affected.

d) Students in their first five years who collect a stipend while on childbirth
accomnodation, generally will receive funding for at least one semester in their
sixth year, provided they are in good standing with their program. For more on
leaves ad accommodations, see below.

€) Students beyond the sixth year are not eligible for stipapgort.

Sixth Year Funding Procedures

Applications for SixthYear Funding

The Director of Graduate Studies for each program should address the request to the
appropriate divisional associate dean. Requests forgdehfunding are duiey

May 1.

Request should include:

A a letter from the studentodés advisor o
likely timetable for completion (if the department conducts an annual assessment of
each graduate student, the annual assessment report can be substeiedaha

letter from the advisor).

A a work plan from the student expl aini

they will do it (1 page maximum).
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A the studentds c.v.
A an explanation of how the department
At he fiheterm of funding requested (whether it is for one or two

semesters).

3.1.6. Additional Payments for Graduate Students

Graduate students who areafull universitystipend may serve as TAs, teach,
provide research support, or offgher academic/administrative support which
benefits the University, department, and/or individual faculty. This work is
considered part of their professional training and will be assigned by the DGS of

the program.

Graduate students on full stipend aréelmible for additional payments beyond

the stipend for duties that impede continuous progress toward degree completion
or divert significant time or energy away from the degree program for the
purpose of earning additional compensation. All additioaghpents must be
authorized by the DGS of the program and are subject to limits set by the
program in conjaction with the Graduate School. Special considerations apply
for students on external grants and foreign students. For further information,

consult he Associate Dean for Research.

Graduate students who are not on full stipend may be paid for work provided,
(i.e. TAing, teaching, research, etc.pegvailing College rates.

3.1.7. Leaves

Medical Leaves of Absence and Childbirth Accomrmdations
(For the Graduate School Bplethofcy, see Th

Information)

The Graduate School currently offers either Childbirth Accotettion (which
preserves funding, does not stop the st
by a semester) or Medical Leave of Absence (which stops funding and the academic

clock). Students are limited to two (2) funded semesters of Childbirth
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Accommodation during their time in the program. Application for a Medical Leave
of Absence or a Childbirth Accommodation should be made to the DGS with
approval of the department chair and the Associate Dean for Academic Affairs in

the Graduate School.

For students on a Childbirth Accommodation (which preserves funding), the

College will provide an additional semester of funding beyond the fifth year for
students in good standing. This option will make it easier for students to choose the
appropriate cowwe of action.

The College is considering the creation of a funded leave policy that would provide
stipend support to students on the first semester of a Medical Leave of Absence; a
draft policy will be circulated to DGSs for discussion as soon as ititaale.

3.1.8. Graduate Student Space

Departmental Office Space

Departmental offices and study spaces available for graduate students are assigned
by the departmental office. Graduate students should work with the DGS and
departmat coordinator to arrange for a space.

Library Carrels

A limited number of library carrels are available to students in departments that lack
departmental office and/or study space. Carrels vary in size and can be assigned to
individual graduate students can be shared by two or more graduate students.

Students can also be assigned to a desk in the graduate student study room on the

l' i braryds 10th floor.

Only Ph.D. students on full stipends are eligible for a library carrel assignment.

M.A. and M.F.A. sudents are not eligible. Priority for individual carrels is given to
dissertating students and students taking their qualifying exams. Students in the first
and second year of their program are assigned to shared carrels. Carrels are assigned

on a semestdo semester basis with terms in the fall, spring and summer.
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Students access carrels with a key provided by library circulation. Keys are checked
out like books on a semester by semester basis and are attached to Student
Accounts. Failure to renew thekat the end of the semester for continued use of

the carrel results in forfeiture of the space and/or monetary fines. Failure to return

the key upon reassignment or graduation will result in significant monetary fines.

Students assigned to the 10th fleall be given swipe access through their Notre
Dame ID cards to enter the space. Upon reassignment or graduation, swipe access

will be revoked.

Carrels should be used only for studying. Holding office hours in library carrels is

not permitted. Graduastudents interested in holding office hours should work with

their home department to find a space. If departmental space is not available, the
Deant6s Office does offer a I imited numb
office hours. For more inforation on those spaces, students should contact their

department administrative coordinator.

3.2 Academic Policies and Procedures

3.2.1.

3.2.2.

Graduate School Policies and Procedures

For Academic Policies and Procedures in Graduate Studies dniversity of

Notre Dame, pleaserefertotbhee aduat e School 6ds. Bul |l et in

Departmental Degree Requirements and Procedures

For each departmentdéds degree requirement

individual handbooks below.

The Humanities
Department of Classics

0 M.A. in Classics

0 M.A. in Early Christian Studies
Department of English

0 M.A. in English

0 M.F.A. in Creative Writing
Department of History

0 Ph.D. in History
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Program in Literature

0

Ph.D. inLiterature

Medieval Institute

0

Ph.D. in Medieval Sidies

Department of Philosophy

0

Ph.D. in Philosophy

John J. Reilly Center

0

Ph.D. in the History and Philosopbf Science

Department of Romance Languages

O¢ O¢ O¢ O«

D

O« D O«

O¢ O¢ O¢ O«

M.A. in French and Francophone Studies
M.A. in ltalian Studies

M.A. in Iberian and Latin American Studies
Ph.D. in Italian

Ph.D. in Spanish

partment of Taology

M.A. in Theology

M.A. in Early Christian Studies
M. Div.

M.T.S.

Ph.D. in Theology

Program in Gender Studies

0

Graduate Minor in Gender Studies

KeoughNaughton Institute for Irish Studies

0

Graduate Minor in Irish Studies

The Arts
Department of Art, Art History and Design

0
0

O«

M.A. in Art History
M.F.A. in Studio Art
M.F.A. in Design

Department of Film, Television, and Theatre

o

(0]

Graduate Minor in Screen Cultures

Sacred Music at Notre Dame

0
0

M.S.M.
D.M.A.

The Social Sciences

Department of Anthropology

~

(0]

Ph.D. in Anthropology

Department of Economics

~

(0]

Ph.D. in Economics

Department of Political Science

0

Ph.D. in Political Science

Department of Psychology
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http://artdept.nd.edu/assets/107708/mfa_profile.pdf
http://ftt.nd.edu/academics/graduate-minor-in-screen-cultures/
http://sacredmusic.nd.edu/master-of-sacred-music/
http://sacredmusic.nd.edu/doctor-of-musical-arts/
http://anthropology.nd.edu/assets/168153/2015_anth_grad_guide.pdf
http://economics.nd.edu/assets/171597/econ_program_handbook_2015_16_1_.pdf
http://politicalscience.nd.edu/graduate-program/

0 Ph.D. in Psychology
Graduate Minor in Quantitative Psychology

o]
Department of Sociology
0 Ph.D. in Sociology

3.3 Fostering Excellence in Graduate Students
3.3.1. Graduate Program Evaluations

Evaluation of graduate progranmeludes broad consideration of factors indicating
and affecting the success of the program including, for example, the quality of
incoming students (measured by indicators such as GRE scores, GPA,
baccalaureate institution, percentage of applicationgptedeand so forth), record
of attrition and time to degree, innovative and coherent programs of study and
support, quality of graduate student teaching and graduate student scholarship,
placement record of students, quality of faculty teaching and fguuittiycations,
external funding for scholarly activity, contributions to neighboring units, and

national rankings.

3.3.2. Graduate Professional Development

College Professional Development Funds

The College offers professional developrhfinds to most students as part of the
admissions package. Professional development funds for individual students should
be tracked by the departmentoés graduate

through a TravelND Expense Report or by booking withh&ny Travel.

College professional development funds may be used for presentations at
conferences, field work & relevant research, professional training, or travel to job
interviews.They are not to be used to hire staff support, for human subject
paymerts, or research materialBhe department may set the parameters for the use
of professional development funds (keeping in mind that requests for
reimbursements must always satisfy College and University expense policies).
Questions on the use of profesmbdevelopment funds should be directed to the

appropriate divisional associate dean.
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Internal Resources for Professional Development

Graduate School Professional Development Avsard

ISLA Graduate Student Research Awards

The Center for th&tudy of Languages & Cultures: Summer Language Abroad
Grant Program

GSU Conference Presentation Grant

Kellogg Institute GraduatResearch Grants

Nanovic Institute Travel and Research Grants

For External Resources for Professional Development, please visit the Graduate
S ¢ h oRekearsh and Fundipage.

3.4 5+1 Postdoctoral Fellowship Program

3.4.1. Full Year 5+1 Postdoctoral Fellowship Program
Students who finish the PhD in five years (i.e. congpédk requirements for the

degree by August 1 before what would otherwise be their 11th semester,) are
guaranteed a ongear postdoctoral fellowship (5+1 Postdoctoral Fellowship), with a
salary determined annually by the office of the dean, a teachingfeedmore

than two courses per year, additional funds to support professional development,

and benefits as described by the Office of Human ResoHIEBE

Except in extrardinary circumstances and with the approval of the divisional
associate dean, the 5+1 fellowship may not be deferred and must be taken up

immediately after the final submission of the dissertation.

5+1 Postdoctoral Fellows will teach at least one cours@e semester; in addition,
they will either teach one course in a second semester or arrange a professional
internship. The Associate Dean for Social Sciences and Research must approve
alternative instructional opportunities prior to the start of thmepment. All

teaching and internship arrangements should be determined well before the start of
the appointment in consultation with the home department. 5+1 Fellows are not
guaranteed their choice of class to teach; in addition, there is no guaraatee of
internship. Prospective fellows must apply for internships in a competitive process.
Internship openings will be advertised and applications will be due towards the end

of the spring semester prior to the start of the appointment. Prospective felows c
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find out more about internships from Swkbsite

5+1 Postdoctoral Fellows who chose to teach two courses over the course of their
fellowship year may take on a 1:1, 0:2, or 2:0 teachohgdule, depending on
department needs, and may teach outside their home department. Teaching MUST
be at the University of Notre Dame or at a-pproved affiliate University or local

program.

All 5+1 Postdoctoral Fellows must take on a faculty mentdnar home
department: a relationship that should be determined well before the start of the
appointment. Faculty mentors act as a supervisor for 5+1 Postdoctoral Fellows and

should be highly committed to providing high quality career training for fellows

3.4.2 Partial 5+1 Postdoctoral Fellovship
A sixth-year student who completes the degree requirements for the PhD after the
start of the academic year may receive a postdoctoral fellowship for the second
semester,solongasdlle gr ee requirements have been
deadlinefor January graduation. The postdoctoral fellow will also be eligible to
receive a prorated amnt of professional development funds to enhance career
development. A partial postdoctoral fellowship is not guaranteed; students should
apply via their DGS and applications will be considered by the DGS in consultation

with the divisional associate dean a casdy-case basis.

A student who has missed a semester or more because of a University approved
leave of absence and who is eligible to start a full 5+1 postdoc in the Spring (instead
of Fall) must successfully defend and submit the dissertatihretGraduate School

by t he gr adeadirtefer Januany graduatos.

3.4.3 Space for 5+1 Postdoctoral Fellows
Fellows should wde with their home department to arrange for office space. If

departmental space is not available, fellows are eligible for an individual carrel

space in the library.
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3.4.4 Professional Development Funds for 5+1 Fellows
The Collegeoffers $1500 in profesional development funds %e-1 fellows($750

to partial fellows, see Section 3.4.Zhese funds can be used to attend conferences,
obtain additional professional training, and travel to job interviél¥gey may not

be used to dimly fund research projects (e.g., hiring staff; buying computers,
books, or other equipment; paying participant honoraria, éecgfessional

devel opment funds for individual fell
administrative coordinator. Stadts can access funds through a TravelND Expense
Report or by bookinglirectly with Anthony Travel. Requests for reimbursements
must always satisfy College and University expense policies. Questions on the use
of professional development funds should beaed to the appropriate divisional
associate dean.

PART FOUR RESEARCH
4.1. External Grants

The College encouragésculty to work with the Institute for Scholarshim theLiberal
Arts (ISLA) in locatingsourcef externalfunding. Althoughwe submitfewer grants
thansomeuniversities gspeciallyin thesocialsciencespur recordof obtaininggrantsis
nationallycompetitive Grantactivity shouldbe weighedat thetime of annual

performanceeviews.

If agrantapplicationrequiresadditionalspacerenovationcosts,or other infrastructure

needsit is importantto consultwith the Directorof Finance andperationdefore
submittinganapplication.All reasonablexpenseshould beancludedin aproposalWhen
possiblegrantproposals shoulohcludefundingfor graduatestudentsPlease contact either
Lori Loftis (social sciences) or Ken Garcia (humanities and arts) for current stipend levels

for graduate students.

4.2. Equipment Restoration and Renewal Grants

The EquipmenRestoratiorandRenewalGrantprogramof Notre Dame Research
(formerly known as Office of Researdk)designedo provideUniversityfunds to

restoreor replace equipmemequiredfor current researctandotherscholarlyactivities.
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4.3.

Proposalsre solicitedor singlecapital investmentneedswith a costgreater than
$50,000. Notre Damdacultywho havenot receivedanawardunderthis programin the
lastfive yearsmaysubmit aproposal. Each college will screerthe proposalsubmitted
by its departmentandsubmit nomore thantwo proposalgdo Notre Dame Research
Requestdor library collectionsqualify for supportunderthis program:

https://research.nd.edu/eservices/fundingppportunities/faculty/internarants

programs/Facultyareencouragedto speakwith the Associate Deafor Researclior

moreinformationandguidanceon writingthe proposal.

Institute for Scholarship in the Liberal Arts (ISLA)

43.1. 1 SL AMission
The purposef the Institute for Scholarshim theLiberal Arts (ISLA) is tohelp
build, sustainandrenewa distinguishedaculty throughresearchn thearts,
humanitiesandsocialsciencesandto enhancéheintelledual life on campus.
ISLA providesgrantsfor faculty researchiravelto internationakconferences,
speaker series/conferences, poblicationsubventionsas well as assistance with

conference and lecture series planning

In addition,ISLA is theCollege dclearinghouséor information,advice,and
assistancen finding andobtaininggrantfundsfrom publicor privateagenciesor

arangeof scholarlyandartistic purposedSLA staff membersassistfacultyin

severalways:determininghe rangef funding sourcesadvisingfaculty
regardinghe contentof grantproposalsassistingn the preparatiorof proposal
budgetsandusheringoroposalghroughthe administrative review procedSLA
alsohostsgrantproposaworkshopsduringthe year.Finally, the Institute has
offereda varietyof otherfaculty developmenactivitiessuchasworkshopson
academic writingandpublishingwith anacademigress Faculty members are

reminded to route all external grant proposals through ISLA

4.3.2. ISLA Awards
ISLA provides avarietyof internalawardsto regularfaculty membersFor more
informationandspecificguidelinesyisit | S L Avébsite ahttp://isla.nd.edy call

(574) 6317531,0r stopby theInstitute office locatedh 24906 Sh au gHalh e s s y
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PART FIVE:

5.1

4.3.3.

Staff

All proposals must be submitted online through the submission portal on the ISLA

website

Undergraduate ResearchOpportunity Program (UROP)
Duringtheacademigear, UROPprovidessugoortthroughSenior Thesisrants
($2,250),Conference Presentati@rants($1,500),andResearctandMaterials
Grants($1,750) Diana M. Sciola Grants ($2,500), and Social Justice in the
Marketplace Grants ($3,0Q0For summeresearctandcreativeprojects, UROP
offers: Summer Comprehensiyerants,DaVinci InterdisciplinaryGrants,and
American DreamGrants.The maximumawardfor thesegrantsis $4,500As
eachgranthas its own eligibility andapplicationguidelines studentsand
supportingfaculty menbersareurgedto consult thegrantprogram'svebpages

for details Click here.

STAFF, BUDGET, AND OPERATIONS

Departmenthairpersongrovide leadershipnddirectsupervisiorof
departmentastaff. This leadership/supervisiancludesmaintaininga positive,
appreciative anéngagingatmosphere The primaryvehiclefor establishinghis
atmospherés communicatig expectationgor the departmenandstaff on an
ongoingbasis.Staff areoften thelink thatprovidecontinuityin anoffice. We
dependbn staffnot onlyto accomplishtheir respectivaasks but toacquaint
facultywith administrative andhanageriafunctionsandprocessegherentin
office life andto cultivateawelcomingatmosphere foall who enter.Thelevel of
professionalisnof the office will beobvious toall who enter,whetherfaculty,

studentspr guests.

Staff shouldalwaysbetreatedprofessionallyandcourteouslyStaff shouldbe
recognizedvhenspecificinstance®f theirwork exceedexpectations.t is
importantto find creativewaysto rewardstaff for their accomplishment#
recommendatiofor araiseis onlyonewaythata departmat chairpersorcan

expressappreciatiorfor exceptionaivork.

117


https://isla.nd.edu/for-undergraduate-students/urop---undergraduate-research-opportunity-program/

5.1.1. Staff Reviews
Oneof themostsensitiveareaghat adepartmenthairpersomwill encounteis the
reviewof staff. All staff supervisorsincludingdepartmenthairsard directors,
are requiredo follow the Universitypoliciesandproceduresegardingstaff
performance managemerdperformanceaeviews.For informationand

materialsconsultthe HR website athttps://endeavor.nedu

HumanResourceslsoprovidestrainingandsupportfor staffperformance

managemerandperformanceeviews.

The Senior Directoof FinanceandAdministrationoverseeshe staff performance
managemerprocessefor the College andstablishespecifc timelinesand
parametergortheC o | | pegf@masce reviewsAll completecannualstaff
performanceeviews(dueon approximatelyay 1* eachyear)arereviewedby
the Senior Directoof FinanceandAdministrationfor annualmerit raise
considerathin andasthe secondevel supervisoffor all staffin theCollege. Feel
freeto contactthe SeniorDirectorof Finance and\dministrationfor any
guestionsgconcernspr assistance witktaff performance managememt

performanceeviews.

5.1.2. BasicExpectationsof Non-Exempt Staff

1 The typical work day is 8:00 am to 5:00 pm, Monday through Friday,
during the academic year. In the summer, the office may close at 4:30 pm,
if the lunch break is reduced to 30 minutes. Exceptions to shetsel
office hours should be communicated to and approved by the Senior
Director of Finance and Administration.

1 The Uni pokcreswdlategtosisktime,vacationpersonaleaves,
funeralleavesgtc.canbefoundat http://hr.nd.edu/ndaculty-staff/forms

policies/
1 Please sethe positiondescriptionandpositionnotebookfor information

relevantto basicstdf duties,tasks,andresponsibilities.

1 All staffareexpectedo adherdo theU n i v e walue systedasd

participatein theU n i v e missioh.y 6 s
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The College has implemented a staff flextime policy. This policy allows
departments and staff to manageff hours so that staff may shorten their
work day by reducing the lunch hour to a Hadiur. This must be done in a
coordinated fashion that maintains the service delivery at the office level
and maintains tithemhlsiness boursfiie y 6 s 8 am
respective department, program, or office. It is also expected that staff will
stagger lunch periods to allow offices to remain open during usual lunch
hours to receive student traffic.

T h e Deficaddmducts monthlgtaff meetingduringtheacalemicyear where
UniversityandCollegepolicy issuesupcomingeventschangesn systemsetc.are
discussed.Your staffshould attendhese meeting® ensureawarenessf current

policies,proceduresandforms. Invited guestspeakerérom acrosscampusarealso

frequentlyincluded to providehorttrainingopportunitiesduringsuchmeetings.

5.2. Budgets

5.2.1.

5.2.2.

Three Budgets
Most departmenthairpersonsvill receiveup to thredbudgetsdrom theCollege:a
salarybudget(faculty andstaff), a non-salarybudget,andanonregularteaching

budget.
Salary Budget

The Dearwill issueamemorandunat the beginningof Februaryoutlining the
detailsfor preparinghe budgetfor the upcomingfiscal year.Department
chairpersonshouldmakesalaryrecommendation§or faculty andstaff),
ResearctandProfessionalctivities Accountsrecommendationgndnon-salary

requestbasedn thedetailsrequestedn theD e a ménsrandum.

Chairpersonshouldprepareathoroughand thoughtfulsetof recommendations
for faculty salarieqseetherecommendations PartOne).After submitting
recommendationshe chairpersorwill attenda meetingwith the Deanandtheir

divisionalassociate deaithe deansvill usetheserecommendabnsandmake
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relevantadjustmentsor inclusion in thebudgetfor the entirecollege.The Provost

reviewsthe salaryrequestandmaymakeadjustmentgrior to finalization.

5.2.3. Non-Salary Budget
The secondomponenbf adepartmenbudgetis for nonsalarysupport.Nor-
salarybudgetdncludeall departmentabperatingcoststhatareof a nonlabor
nature. Thiswould includetravel, postagetelecommunicationgntertainment,
suppliesgetc. Allocationsmayvary based omliscipline. Budgetversusactual
amountsshould benonitoredby the departmenthroughouthe courseof the
fiscal year. Given that unrestricted nealary budgets are effectively frozen,
departments and programs should look to and plan to use restricted resmurces f

programing and operational support.

5.2.4. Faculty Researchand ProfessionalActivity Funding
Facultyresearclandprofessionahctivities,includingtravel,arefundedvia the
following mechanisnwhich supportsaculty endeavors:

1. Faalty haveexistingresearclandprofessionahctivity accountsvhich canbe

usedfor faculty scholarshipandUniversitybusinesgurposes.

2. Eachspringthedean, divisionahssociatelean, andhe departmenthair
meet aspartof theannualfaculty evaluaton processDuring this meeting,
departmenthairspresenindividual faculty membemeedsEachdepartment
chairshouldconsiderthe bestway to obtaininformationfor this discussion,
i.e., requirefacultyto provideresearcmeedsaspart ofhis orherannual
report. Thedean, in consultatiowith the departmenthair, allocatesamounts
for additionalfundingto faculty accountsin makingthis determination,
informationsuchasexistingbalancespreviousexpendituresjpcoming
needsscholarshipandoverall teachingandresearctproductivitymayall be
considered.

3. By mid-June allocationsto facultyaccountsaretransferredo individual
faculty accountdor useduringthe upcomingfiscal year.

4. Recognizingheimperfectionof forecastingneeds, thelean will accept
requestgor additionaltransfergo facultyaccountsrom departmenthairsat
other timesf the year.Whenmakingsucharequestdepartmenthairs
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shouldconsiderthe existingaccountbalancepreviousexpenditures,

upcomingneedsandsdolarshipbeforemakinga caseto thedean.

Key facetsof thefaculty researctiundingprocessare:

1.

The departmenthairservesasgatekeeper ankky decisionmakerin the
processAll researchiundingrequest®riginateandflow throughthe
departmenthair. Thedepartmenthairmakes theequesfor individual
facultytravelresources.

The dearmakes thdinal determinatiorof funding,in consultatiorwith the
departmenthair,taking intoconsideratiorthetotality of therequest.
Existingaccountbalarcesandavailability of sufficientfundingin thefaculty
me mb eccdustduring thecurrentfiscal cycleis adeterminingfactorin
whetheradditionalfundingwill beprovided.

Oncefundingis providedto thefaculty accountjndividual facultymembers
will managehis orheraccountresourcesindbe accountabldor sound
stewardship.

Reimbursemerfor researclandUniversitybusinessxpenses:

The travelND systeris utilizedfor reimbursemendf University (researctand

professionahctivities)expenss. The twomostimportantfactorsfor timely

reimbursemenrdire(1) properdocumentatiomnd(2) a sufficientexplanatiorof the

busines®r University purposgustifying the expenseBoth areabsolutely critical

andcloselyscrutinizedespeciallyon federl grantsandfellowships. For example jf

submittingfor reimbursemenfior a mealactivity, theitemizedreceipt should be

included(not just thecreditcardauthorization)the peopleattending should be

noted,andanyalcoholincludedshould beseparate underits own code.TravelND

providesaninputfield for businespurposeYou should uséhat field to providea

businesgpurpose explanation/justificatiamhich links the expenseo aUniversity

purpose/needVhen in doubt, opfior overexplanatiorof businesgurposesThe

descriptionof the businesgpurposeshould beof sufficient clarity andcompleteness

thatathird-partyreviewercouldreadilyunderstand theelationshipof theexpense

to auniversitybusinespurpose.Examplesof inadequate desg@tionsandadequate
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descriptionsnclude:

Inadequate Descriptions:Attend ConferenceResearchBook Research;

Collaboration;Meetwith ColleaguessSite Visits; Give a lecture;Speaker.

Adequate Descriptions:

f
f
f
f
f
f
f

Attend Annual AmericanSolar Scientist€onferace

Interview Candidatdor xxx position

Interview prospectiv®h.D.Candidate

Speakefor April 5 Symposium on XXXXXX

Researclior Brain ImagingProject

Give Lectureon Economiclrendsin Oregon

Researclior book onFrenchinfluencein NW. Reviewedmuseum
documents XXXXXX

Collaborate withJaneJonesat USC aboutTitle IX impacton PAC 10
athletedor upcomingpaper

Commonreasonsvhy a TravelND submission mawpot bereadilyapprovedor

will notimmediatelyreimburse include:

f
f

Missingconferenceagendas
Receiptsd o rst@otvproof of payment(e.g.,ExpediaHotwire, Priceline,
etc.)

Chase Visa travalardchargeded toConcur (toassistwith data entrygare

beingmistakenassubstitutefor receipts’ receiptsarestill needed.

Concur ereceiptfor flights are notenoughin seekingeimbursementf
not chargedo FOAPAL). Still needto prove costvasincurredeitherby
linking travelcardto Concuror includingcreditcardstatemenif personal

creditcardwasused.

[See5.2.7for more informatiorrelatedto thesefaculty accounts.]

For additionainformationon theU n i v e MraveliEgtértasinmenand

Busines€Expense$olicy, pleaseseethe documenhere. Schedule®\ and B

on pages 2&nd29 areparticularlyhelpful.
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5.2.5. Non-Regular Faculty Budget
The thirdcomponenbf adepartmentabudgetis thenon-regularfaculty budget.
Budgetsfor nonregularfaculty (visitors,adjuncts,TAs, postdocs,emeriti,grad
studentsetc.)aredistinctandarehandled separatefyom thefirst two
componentsThe major differences thatthe budgetfor nonregularfaculty is
zerobasedj.e.,it goesto zeroattheendof eachacademig/ear.This meanghat
thedepartmat chairpersormustmakea casefor nonregularfaculty hiresevery
year:thereareno permaneninesin departmentabudgetdor nonregularfaculty
hires.Eachdivisionalassociatelean igesponsible fothis budgetHe or sheis
assistedy the SeniorDirectorof Finance anddministrationwho tracksthe

allocationsandassistswith thedecisions.

The Senior Directoof FinanceandAdministrationsendsout specificforms to
department$or nonregularfaculty budgetrequestsTheseareduein theDeard s
Office in mid-February.These formsnust becompletedandapprovedn orderto
hire. The College willnot processappointmenbr reappointmentormsfor non
regularfaculty until thechairpersoror thedesignate hasiade arappropriatecase
for thehire. Departmenthairpersonsr the designateshouldlet all candidates
know thatappointmentandsalariesareconditionaluntil theformshavebeen

approvedAll adjunctappointmentsre subjecto enroliment.

In the caseof departmentshathave compliceed nonregularfaculty
appointmentandbudgetswe will askfor a meetingwith thedepartment
chairpersoror the memberof departmenstaff who handle norregularfaculty

appointments.

We have standardize@tesfor adjunctandvisitor salariesAny deviationsfrom
these amountequire justificatiorregardles®f the sourceof funding.Please
consultwith theappropriate divisionassociateleanaboutanydeviationsIf he
or sheis unavailablepleasespeakwith the Senior Directoof Finance and
Administration.A list of the standarcamountss provided in theConfidential
Supplement.

If enrollmentincreasesaveled to anunanticipatecheedfor extraadjunct
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5.2.6.

5.2.7.

appointmentsluringthe year,you shouldturn to theappropriate associatkan,
whowill reviewyour courseofferingsandenrollmentsaandconsultwith the

Senior Directoof Finance and\dministrationconcerningoudgetaryoptions.

Compensationfor ReplacementTeaching from Institutes and Centers

A numberof our faculty serve aslirectorsof institutesandcentersDirectorsplay
avital rolein theintellectuallife of the University. Whenfacultymembers
receivecoursereductionsascompensatiofor servingasdirectorsthehome

d e p a r tahilgynotméetcourseofferingdemandsanbechallengingand
significantseniorfaculty teachingandleaderships lost. Thus,the Collegeand
departmenshouldnegotiatea reasonableompensationvith the centeror
instituteto compensate fdost coursesandthevoid felt by the departmentueto
the centeror instituteappointment.This compensatiomayvary from the costof
replacingthefacultyme mb eou@eso aprorataamountof thefaculty

me mb dasé&aarybased oroverallloss to thedepartment. The pro rata
method is the preferred method for being remunerated for such administrative
appointments.

Researchand ProfessionalActivities Accounts

All new teachin@ndresearcHaculty areawardedResearclandProfessional
Activities Accountsasa partof their startup packageln addition,someresearch
fundingis awardedannuallyto continuingfaculty membersn consultatiorwith
thedepartmenthairpersonsThe intentof theseaccountss to assistafaculty

member withresearckandteachhgexpenses.

TheUniversitypolicy on the useof researclandprofessionatievelopmentunds

(includingalist of eligible andnonteligible expensesis foundhere.

College researcAndResearclandProfessionalctivities Accountsmaynotbe
usedto supplemenanyfacultyme mb esaladygither througtacourse

reductionsummersalary, oranyothermeans.

Facultywith ResearclandProfessionalctivities Accountsmayrequest

reimbursemenfior the purchasef suppliesandequipment ofor travetrelated

124


http://facultyhandbook.nd.edu/university-policies/use-of-discretionary-funds-policy

expensedy usingthe TravelND expenseaeportingsystemhttps://travel.nd.edu/

Facultymayalsohavea procad that islinked directlyto their Research and
ProfessionaActivities Accounts.This allowsthem tocharge supplieand
equipmentdirectlyto thecreditcard.An applicationfor a procurementardmay
berequestedromtheD e a ©@ffice or the Controlle @Office.

Facultymembersareresponsibldor theseaccountsThis requiresfacultyto keep
track of the spending from thaccountThisis possiblehroughinsideND.The

accountsarelocatedunderAdministrative ToolandthenGLEz.

The accountarerestricted account3.his meanghatremainingbalances roll
forwardanddo notdisappearThis permitsfaculty to spendthe fundsfrom these
accountgesponsiblyovera periodof time asthefundsare neededt is possible
to overspendgnaccountaccouns do not automaticallgenyexpendituresvhen
thebalancds depletedlf an accountis overdrawnthe faculty memberis
obligatedto paythe Universitythe overdrawnfunds.The Collegewill not
contribute additiondiunds toanoverdrawnaccount. Continuig faculty must
bring the balancebackup to zerobeforetheyareeligible for additionalfunding.
The College willnotaddto theaccounto bringthebalanceo zero.If afaculty
member leavethe Universitywith adebitin his orher accountthe University
will requespaymentof thedebitandhold thefaculty membeilegally responsible
for theamountthatis owed.If afacultymembeleaveshe Universitywith a
creditin their accounttheamountwill bereturned to th€ollege unlesthe
facultymemnberretires.In the caseof retirementthe accountremainswith the
faculty memberaslong as her sheis alive or until thefundsareexhausted.
Fundsarenottransferabléo family members.

It is importantto notethatrequestgor reimbursemendf expensesnust bemade
within 60 daysof theincurredexpenseReimbursementsiade afte60 daysare

taxableandwill beincludedin thefacultyme mb &w-26 s

As notedin theFacultyHandbookall propertypurchasedvith thesefunds
belongso theUniversity. Should aaculty memberseparatérom the University,

suchpropertymustremainat Notre DameThisincludes but is notimited to,
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5.2.8.

laptops specialsoftware personaprinter,etc. A departmenthairpersorcannot
grantpermissiorto adepartingfaculty membeito retainUniversityproperty.In
this unusuakircumstancethe departmenthairpersorshouldconferwith the
Associate Deafor FacultyAffairs for approval. The Office of the Controller
must benotified sothattheassetmayberemovedrom inventory andthefair
marketvalueof theasseimust bedeterminedor tax reportingpurposes. The
departingfaculty membemwill needto beinformedthatthis is ataxableevent

(fair marketvalueof theassewill beincludedin his/her W2).

Unlessother witten arrangementareapprovedoy thedean, departintaculty
memberwith ResearctandProfessionalctivities Accountsbalanceill be
limited to $3,000 inapplicable expenditurasitil his orher effectiveseparation
date.This policy does not applyo facultybecomingemeritiwho arecovered
undera separat@meritipolicy andprocedure.

Please fedlreeto contactthe Senior Directoof Finance anddministrationor

the Staff Accountantvith anyquestionsoncerningheseaccounts.

Endowed Chair Researchand ProfessionalActivities Accounts

All endowedprofessorseceive Researc@dmdProfessionaActivities Accountsto
coverthe costsassociatedavith their teachingandresearclactivities. These
accountsarerequestedy the Office of the Provostandare seup by the Office of
ResearclandSponsoredProgramsAccounting(RSPA).Newly appointed
endowedprofessorseceiveane-mail notificationfrom RSPAannouncinghe
establishmendf the newaccountandthe associatedestrctedaccouninumber
theyareto usewhenspendingagainsthesefunds.

The researchndprofessionatlievelopmentundsare intendedo support
teachingandresearchactivities. The Universitypolicy on theuseof researcland
professionatievelopmentunds (includingalist of eligible andnoneligible

expensesis foundhere.

Endowedprofessorareexpectedo covereligible expensesuchasprofessioal

travelandthe purchasef suppliesandequipmenfrom their Researchnd
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Professionalctivities Accounts.The Collegewill pay for theinitial charge fora
computerputendowedchair holderareexpectedo buysubsequentomputers

from their funds.

Endowedprofessorsnayrequesteimbursemenfor the purchasef suppliesand
equipmenor for travelrelatedexpenseghroughthe new TravelNDexpense
reportingsystem(https://travel.nd.edW/ You will find instructionsto setup your

initial Profile,aswell asa Quick Reference Guid® walk you throughall steps
necessaryo requesteimbursementShouldyou needanyassistancen settingup
your profile or in completingyour form, you maycontactthe ProcurenentHelp
Deskat 631-4289.

Endowedprofessorsnayalsorequest pro cardthatis linked directlyto their
ResearclandProfessionaRctivities Account® this allowsthemto charge
suppliesandequipmentirectlyto thecreditcard. Theycanobtainanapgication

for aprocurementardfrom theD e a OfficeortheCo nt r Offide.er 6 s

The endowedahairholdelis thebudgetadministratoron theResearckand
ProfessionaActivities Accounts.Accountsshould beeconciledon amonthly
basis.Thisis possiblehroughthe GLez systemon InsideND.GLezis located
under Administrativerools. If anaccounts overdrawnthe faculty memberis
obligatedto paythe Universitythe overdrawnfunds; inrare circumstancean
overdrawnaccounimaybepaidbackby thenex y e aallazation.ln sucha
circumstancea planfor responsiblespendingnust bepreparedy the
chairpersorandapprovedoy the Office of the Dean, sdhatsuchanevent
remainsa onetime occurrenceFundbalancesemainingattheUn i v e ffisgdl t y 6 s
year endJune30) arecarriedforwardto thefollowing year.In thoserare cases,
whereafund hasa substantiabalancethe Universityhastraditionallychosen not

to replenishthe fund until it is spentdown.

Theuseof endowedunds toenhancalepatmentaleventsyecruitgraduate
studentsor supportvisiting scholargs greatlyappreciatedThose endowed
professorsnovingto emeritusstatusshould noteéhatthe balance remaininiop

their accountttheir retirementate will continueto be availabldor usein
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retirementuntil thefund balances exhaustedT his policydoesnot applyif a
faculty memberacceptsa positionat another universityin suchcasestheentire

accounis sweptup andis nolongeravailableto thefaculty member.

Unlessother writtenarrangementareapprovedoy thedean, departintaculty
memberwith ResearctandProfessionalActivities Accountsbalancewill be
limited to $3,000 inapplicable expenditurasitil his orher effectiveseparation
date.This policy does not aply to facultybecomingemeritiwho arecovered

undera separat@meritipolicy andprocedure.

Please fedlreeto contactthe SeniorDirector of Finance anddministrationor
the Staff Accountantvith anyquestionsoncerningheseaccounts.

5.2.9. Computer Purchases
Facultywho purchase computermunit usingfundsfrom their Researchnd
Professionafctivities Accountsarerequiredto purchaseheir computer through
ALCO (Arts andLettersComputingOffice). ThisincludesiPadstables,and
similar devicesALCO staffwill assisin thesetupandsupportof theunit. The
UniversityPolicyon thepurchasef computersan befoundat

http://policy.nd.edu/aets/204203/computerpurchasepolicy.pdf

TheUniversityis notobligedto reimbursehefaculty memberfor the purchasef
aunit from nonapprovedvendorsor purchaseautsideof the University
Computer Purchase Policy.

If you buyacomputemwith fundsfrom a ResearctandProfessionaRctivities
Accounts thecomputetbelongsto theUniversity. You will eventuallyneed to
returnit to ALCO.

For informationon ALCO seehttp://www.nd.edu/~alco/

5.3. Space

5.31. Administration of Space
T h e D®ffica @GoBegeSpaceManagemenCommittees responsible fothe

administratiorandplanningof departmentabffice space andiaculty office space.
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Any renovationsnust beapprovedy theD e as®ffice. Department
chairpersonsinddirectors do nohavethe authorityto allocateanyfaculty or
departmenbffice without conferringwith theD e a ©ffice. The Collegehas

appointeda FacilitiesAdministratorto managethis function.

5.3.2. Offices
Facultyoffice assignmentare basednthefacultyme mb aepartsent,
affiliation, and/or assignmeniVhenapplicabletheD e a ©ffice will
collaborate witlthe DepartmenChairson specific assignment$hefollowing
noteseligibility:

RegularFaculty membersreguaranteednoffice by July27"ifthe De an 6 s

Office hasreceivedthis notification by April 30"

Emeriti/ae Office Space The Collegeshall provide emeritugaculty with semi
private officespacebased oravailabilty of spaceandthe necessityf providing

suchspaceo supporttheretiredfacultyme mb deaohisgandresearcmeeds.

Visiting Faculty who teachwithin departmentsvill be provideda sharedbffice
space asvailable Thereis limited space fothis purpose antheremaybe
occasionsvhenthis is notpossible.

Adjunct Faculty arenot providedoffice spaceasthe Collegeis simplynot

resourcedor this accommodation.

Graduate Studensharedspacemaybeavailableon ayearto-year basigo be
decidel in Augustatfterall other spacéasbeenallocated.

5.3.3. Furniture/Office Accessories
Request$or minor furniture andoffice accessoriearedonethrough the
departmentsvith theapprovalof theD e a ©ffice. It is expectedhatacademic
departmentsvill coverthesecosts(endowedorofessorandfaculty with Research
andProfessionaActivities Accountsmaybeasked tacoverthe costof some
items,especiallyif theyareabovethenorm). Thecomplete NorProjectMinor

FurniturePolicy maybefoundunderthe Policiessectionat the endof this
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5.3.4. Renovations
Requestdor spacaenovationsare submitteénnuallythrougha spacesurvey
administeredy the Academic Space Managemémpartmen{ASM). These
surveyitemsareincludedaspartofad e p a r tAmaiadRepogRequestand
canbeformally submittedn theFacilities/Spacesection ofthis report.

Appropriate requestsill beincorporatednto thecampuswide ASM procesdy
theD e a ©ffice andprioritized by the College Space Managemd&hdmmittee
whichincludes:ithe Assistant Director of Facilities and Academic Sp&re,
Directorof Finance andAdministration, Program Manager of Academic Space,

andthethreedivisional Associate Deans.

Safetyis thefirst priority in addressindA\SM renovationrequestsLab space,
departmentaheedsgclassroormeedsandbuildingimprovementsarealso
consideredRequestsirethenprioritizesandmatchedstrategicallywithin the
context oftheC o | | brgaded morities andgoals. The requestsom each
Collegearereviewedby theVice PresidenandAssociate Provostandthe
Directorof Academic SpacManagementAt this point, therequestareagain
prioritizedbasedon theavailability of fundsandthestill broaderUniversity
goalsandobjectives.

Underthedirectionof the ProvostOffice, the AcademicSpace Management
departmenthendeterminesvhich projectsareapprovedandnotifiesthe Colleges

in themiddle of the SpringSemester.

5.3.5. Laboratory Space
Many of our newandexistingfaculty membersn the socialsciencesequire

laboratoryspacefor theirresearch.

New Faculty: Oncea candidate haaccepted job offer, earlynotificationto the

D e a ©ffice is imperativein orderto havethe lab spacereadyby the negotiated

date. Please email Matthew Fulcherand Associate DeanJamesBrockmole.

Currently we do nothavea mechanism irplace thaenablesus toguarantedab
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spaceHowever,theD e a Office will makeeveryeffort to make the availability
of lab spacepossibleby workingwith thedepartmenand thenew hireto articulate
the location,timeline, anddesignof thelab. Pleaseadviseus by March 1 (earlier

if possible)of anypotentiallab spaceneeds.

Existing Faculty: As grantrequestaresubmittedpleasenotifytheDe a n 6 s
Office if theywill require labspace.Provide asnuchdetailaspossible. Contact
Matthew Fulcheand Associate Deadame®Brockmole. Currentlyve do not
havea mechanismn place thaenablesisto guaranteéab spaceHowever,the
D e a rOffise will makeeveryeffort to makethe availability of lab space
possibleby working with the departmenandthefaculty memberto articulatethe

location, timeline,anddesignof thelab.

5.4. Printand Web Communications

5.4.1. Office of Communications
The Office of Communications provides strategic planning and communications
services to the College of Arts and Letters at the University of Notre C2mneeof
our primary goals is to assistpromoting the many activities and accomplishments
of the Coll egebs students, faculty, adm
strategic consulting, editorial, and creative services as well as referrals when we are
unable to take on additiongtojects irhouse. Feel free to contact director Kate
Garry atkateGarry@nd.edaor 631-4269 to discuss your communications needs or

to share potential story ideas.

5.4.2. The Centerfor Creative Computing
The Centefor CreativeComputing(CCC) begann 2003asa joint ventureof the
College andhe Office of InformationTechnologiesThe CCC provides
leadershipandresourceso fosterthe useof specializecandadvanceadomputing
technologiesn thearts,humanitiesandsocialscienceslt thushasavery
differentmissionfrom ALCO, which providesstandardlesktopsupport.The
Center supportdigitally basedrojectsin thearts;film, video,andtelevision

production;theatrearts;electronicmusicand soundianguage antiterature;and
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wider technologyrelatedinterestan theCollege.

The CCC isstaffedby a Director, two seniortechniciansandanadministrative
assistanandofferslearningspacesn two differentlocations:the Riley Design
StudioandDigital ImagingStudio in RileyHall of Art & Design,which primarily
supportsstudentandfacultyresearchn the Departmentf Art, Art History and
Design;the Video Edit Suitesandthe CAD (ComputerAided Design) and8D
DesignStudio in tke DeBartoloPerformingArts Centerwhich enhancevork in

the Departmentf Film, Television,andTheatre.

The CCCawardsresearcksupportgrantseachyearto groupsof faculty or faculty-
studenteamsfor digital-basedorojectsand scholarlynitiativesthat integrate
digital technologiesn researclor teachingenvironmentssponsor&an ongoing
seriesof lecturesandhelpsto underwrite departmentatitiativesrelated to

creativecomputing.

5.5. Administrative Communication

All faculty membersareexpectedo haveactivee-mail accountsA faculty
membemay petitionthe departmentahndCollegefor permission not tactivate
ane-mail accountFacultymemberseceivingsuch adispensatiorshould

designate staff persorto receive emaiimessagesn their behalf.

5.5.1 University Scheduling
Within the Collegeof Arts andLetters,all deansdepartmenthairpersonsand
directorsutilize Googlecalendaringo scheduleneetingsclassesfreetime, etc.

Doing sogreatlyimprovesthe easeof schedulingneetings.

If you havenot alreadyset upyour Google calendapleasecontactthe Arts and
LettersComputingOffice (ALCO) or the OIT Help Deskto do so.

5.6. Special Services for Faculty
5.6.1 Arts and Letters Document DeliveryService
The Collegeof Arts andLetters,in conjunctionwith theUniversityLibrariesand

the Office of InformationTechnologypffersthe DocumentDelivery Serviceto
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all Arts andLettersfaculty. This service provide$ree,daily deliveryof upto
three itemgbooksandarticles)to more thar25 departmentsndinstituteoffices.

SeetheWebsiteat http://www.library.nd.edu/docdelThe photocopying

expensesssociateavith this deliveryserviceareabsorbedy the Hesburgh
Library andthe Collegeof Arts andLetters.

5.6.2. Faculty Support Services

The College provideBacultySupportServiceghroughnumerous channels:

The FacultyServiceOffice (232 Decio FacultyHall) providesgeneralklerical
supportaswell asprofessionatorrespondencand scholarlynanuscript
preparationFor interestedaculty, handheld dictationequipmentanddictation
tapesareprovidedat no costfor transcriptioruse.The College'sDesign,Copy
andLogisticsServicedDCL) islocated n 301 OO $HhallaDCghnessy
providesfull-service blackandwhite andcolor duplicatingprint, anddesign

facilities aswell asotherfacultylogisticsservicesA complete descriptionf

available servicesan beviewedat http://dcl.nd.edu/

The ArtsandLettersComputingOffice (ALCO) providesstrategic planning,
consultatiorandsupportto College facultyadministratorandstaff. ALCO is
located at2510 6 S h a u gahdtam&asilybe accessettia email,the Web, or
by telephone.Supportservicesncludedesktopsupport hardwareandsoftware
acquisitionandinventorymanagementALCO works inconcertwith other
informationtechnologyunits oncampusincludingthe Office of Information
Technologiego ensuralignmentwith campusnformationtechnologyservices
anddirection. To reportcomputer problempleasecall ALCO at631-70210r the
OIT HelpDeskat631-8111.

PART SX: DEVELOPMENT
6.1. Sewardship

As areminderof our obligationto stewardeffectivelycontributionsmadeto

Notre Damethe Universityadherego thefollowing guidelines:

1 All gifts should beacknowledgedhn atimely andpersonamanner.The
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departmenchairor programdirectorwill receivenatificationof gifts
throughanelectronicmonthlygiving reportsentto the senior
administrative assistairt theunit on the5" of themonth.If anygifts
werereceivedby theunit, theywill belistedhere(the reportwill beblank
reportif no gifts were received)everynewgift to thedepartmenshould
beacknowledgedvith aletterfrom the chairor director, followingthe
procedure distributeth senior departmentaldministrative assistants.

1 A contributionacceptedvith arestrictedourposemust beusedfor that
purpose.

1 If theUniversityfindsitself unableto utilize a contributionfor its stated
purposethis should beommunicatedo theAcademic Advancement
Directorsothatthe possibilityof analterrative usagecan bearrangedr
the contributionreturned.

1 Whenever feasiblgndespeciallywith endowmentgifts,annualii i mpact 0
reportsshould begivento thedonor.

1 Proper recognitioshouldalwaysbe givento thebenefactorandpublic
recognitionmustbe approvedoy thedonor.In the caseof lecturefunds,
please includacknowledgesponsorship othefund on anymarketing
materials/posterandinvite the benefactoto attend théecture.The
AcademicAdvancemenbDirector will assisin issuingthe invtation.

1 Thevalueofanyii s u b st a nt asarésoltof boatribetioristhust be
reportedto eachcontributor.

1 Contributionswill beaccountedor usinguniversallyacceptediccounting

standardsallowing for maximumefficiencyandproductivityof ead gift.

The Officeof Developmentthroughits division of StewardshigProgramshas
guidelinesgoverninghow we stewardrecognizeandcultivate donor®f various
giving levels.Formalstewardshigprogramsexistfor leadershiglonors
($100,000+) whasupportundergraduatecholarshipsgraduate fellowships,
endowmentgor excellencegndowedprofessorships, librargollectionsand
servicesandendowedundergraduate researftinds. Aseriesof publications,
recognitioneventsannualreports,aswell astokens ofappreciatiorandpublic

recognition,areconnectedvith eachprogram.
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College memberareasked taassisin these importargtewardshigctivities.
Endowedprofessorsubmit abrief annuakeportontheir scholarshipresearch,
awardsgetc.,while fundadministratorareaskedo share informatioron how
endowmentsor excellence andndergraduate researftindsarespentannually.
Requestg$or thesematerialsandinstructionson howto submitthemwill besent
to you electronicallyin thespring These summariese includedn official
Universitycorrespondence frothe Provost.College representativesayalsobe

askedo assistwith recognitioneventsandpublicationsasneeded.

The Academic Advancemebirectorcoordinatestewardshipn Arts andLetters
in collaborationwith the Office of Development. Funddministratorandchairs
are requestetb copythe AcademicAdvancemenbirectoron all correspondence
to donorsandalsoprovidecopiesof annualstewardshipeportsto donors Any
guesionsregardingstewardshipfund restrictions or communicatiorwith donors
canbedirectedto theAcademic Advancemeimirector.

PART SEVEN COLLEGECOUNCIL ANDARTS ANDLETTERSCOMMITTEES
7.1. Elections

The Collegeof Arts andLettersconductselectionshiannually:in Septembeto
fill anyunexpecteapenings ortommitteegfor example, taeplace facultyvho
have leftthe Universityor who areonleave) andn Marchto replacefacultywho
have completetheirterms ofservice Many College andJniversitycommittees
are compriseof facultywho serve staggerethreeyearterms,half of whomare
in appointedslotsandhalf of whomarein electedslots.For informationabout
selectedstandingUniversitycommitteespleaseseeArticle Vi T h e
OrganizatioroftheFa c ul t y 03- 6) B ¢helniveositysf NotreDame
Faculty Handboolat http://facultyhandbook.nd.edu

A listing of Arts andLettersfaculty membersurrentlysening on Arts & Letters
committeesaswell asthoseservingon Universitycommitteesarelocatedon the
Col | wapsté Gollege CommitteandUniversity Committees
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The ArtsandLettersNominatingandElectionsCommittee overseedections in
the College;the Sr. Administrative Assistanb the Associate Deafor the
HumanitiesandFacultyAffairs provides theCommittee withadministrative
supportmaintainsthe electionsfiles, andmonitors theesultsof all committees.
The electiorprocesdeginswhenthe NominatingandElectionsCommittee sends
to theentire ArtsandLettersfaculty ane-mail call-for-nominationsnotethat
outlinesthelist of College andJniversityofficesto befilled alongwith
informationaboutthoseeligible to standfor electionandvote. The Nominating
andElectionsCommitteestronglyencourageselfnominationsAll votingis
doneelectronically. The NominatingandElectionsCommittee certifieshe
electionsnotifiesthe candidate®f theresultsof theirindividual electionsand
thensendsacompletdlisting of the electionresults, viae-malil, to theentireArts

andLetters faculty.

Note: Faculty who are unable fidfill their responsibilitiego a Collegeor
University Committee will need to inform the DéarDffice. Please contact
Megan Snger (msnydel0@nd.eduwith information or questions.

7.2. Arts and Letters College Council

The College Councibf eachundergraduateollegeconsistf anequalnumber
of ex officioandelectedmembersThe exofficio membersf eachundergraduate
college consisbf the Dean ofthe College,Associate andssistantDeansthe
chairpersonsf all departmentsinderthejurisdictionof the College,andany
other administratordesignatedby the respectiveCollege Council The Artsand
Letters College Councitonsistf the deansthe chairpersonghe Director of
the College SeminalProgram, thd®irectorof ISLA, the Directorof the Medieval
Institute,an equalnumberof electedfaculty membersandfour studentmembers
(two undergraduatstudentsandtwo graduatestudentg Eachyearapproximately
onethird of theelectedfaculty membergotateoff of the College Council.
Beginningin the2014 fallsemesterthe Arts andLettersCollege Council
establishedhefollowing standingcommitteesAgenda,Undergraduate Studies,

Graduate Studieg,ibrary andResearchandFacultyAffairs. A detailed
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descriptionof the standingcommitteesnaybefoundhere.

The dutiesof the CollegeCouncilareoutlinedin Article IV, Section 4 othe
Academic ArticlesThe meetingscheduldor theupcomingacademigyearis
postedon theC o | | adymiétraitive calendalf. you havesuggestiongor

agenda itemgleasecontactthe Deanor the ExecutiveAdministratorto theDean.

7.3. Arts and Letters Committee on Reviews and Promotions for Professional
Specialists
The Committeen ReviewsandPromotiondor ProfessionaBpecialistsneetsas
needeckachfall semestein orderto reviewthe positionreviewsandthe
promotionpacketf professionaspecialistsvho would like to beconsideredor
promotion;in addition,this committee reviewsall applicationgor renewalor
promotionby specialprofessionafacultyin unitswithout a depanmentalCAP.

The Committees anadvisorycommitteeto theAssociate Deafor theArts.

The Committee consisté nine electedaculty membersoneassociater full
specialprofessionafaculty member(SPF)from theDivision of the Arts; one
associater full specialprofessionafaculty memberSPF)from theDivision of
theHumanitiesjpneassociat@r full specialprofessionafaculty membernSPF)
from the Division of the SocialSciencestwo full SPFsatlarge fromthe College;
andfour tenuredteachirg-andresearci{T-TT) facultymemberslectedatlarge
from the College.The committeeselectsts own chairpersonThefaculty
memberservestaggeredhreeyearterms.The electingpodyis theentirespecial

professionafaculty of the College.

7.4. Arts and Letters Dean Fellows Program

The ArtsandLettersD e a FalavsProgramis astudengroupthatworkson
diverse andiariousprojects,includingenhancing studesiaiculty interactionand
improvingservicego studentsThe AssociateDirector forthe Office for
Undergraduate Studieslongwith the otherassistantleansmentorsheDe a n 6 s
Fellowsthroughouthe academig/ear.Eachyeartwo D e a Frelavswill serve
oneyear term®on theCollege Council.
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7.5.

Arts and Letters Honesty Committee

In accordance wittheU n i v e rAcadetnigGodeof Honor,eachcollegiate
unit ischargedwith forming a committeeto adjudicate suspectaafractions
againstheHonor Code.The ArtsandLetterscollegiate committeenormallyis
composedf four Collegefaculty membergincludingthe chairof the committee)
and7-9 studentavho must beenrolledin theCollegeof Arts andLetters. The
committee chair facilitatesll mattersconcerninghe Honor Codeandservesas a
point-personfor the collegefacultywho suspect an honesityfractionhas
occurred.Thechairadvisedacultyregardinghe procesdor usinganHonor
CodeViolation Reportand,if thatis notpossiblepn thenecessityf holdingan
HonestyHearing.Whenahearingis deemecdecessarythe chairof thecollegiate
committee themppointswo faculty andthreestudentfrom amongthe members
of the collegiatecommitteeto presideat the hearingandto submit areporton the

outcomeof thatmeeting.

PART EIGHT: COOPERATIONWITH OTHERUNITS ON CAMPUS

8.1

8.2

8.3

Admissions

We work with the AssistantProvostof Enroliment,in helpingto attractthe best
prospective students NotreDame.Forthe past fewyearseveryadmitted
studentwho hasindicatedaninterestin Arts andLettershasreceivedaletterfrom
the Dean,anddepartmentsave followedwith lettersor phonecalls of theirown

outlining excitingopportunitiesor studyin aparticulardiscipline.

Transition from First Year of Studies

Since 20092010,the College Councihaspartneredvith theUndergraduate
StudiesOffice andthe First Yearof Studiesto devise way®f providinga

substantiveexposurgo amajor fieldearlyin thefirst year.

Kaneb Center for Teaching and Learning

Departmentsrestronglyencouragedo takeadvantagef the varietyof
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opportunitiedor developmenthatare offerecby the KanebCenterfor Teaching
andLearning.The Centermprovidesassistaneto entiredepartmentaswell asto
individuals,andit offersarich arrayof workshopgo helpfaculty with their
teachingjncluding,for example developingmorestudentcenterectoursesand
usingo n epfearatiortime more efficiently.Althoughthe Centeris agood
resource fofaculty membersexperiencingeachingdifficulties, the purposeof

the Centeris toadvancgpedagogyn ourcampus.

8.4 The Career Center

The CareeCenteratthe Universityof Notre Dameis dedicate to the
developmenandimplementatiorof innovative programandserviceghat
promote lifelong careemanagemendkills for studentandalumni.By
cultivatingmulti-facetedpartnerships/networks#heir staffis committedto

providingtheresourcegor studentdo explorediverse career opportunities.

The CareeCenterhasa numberof initiativesthathelp ArtsandLettersstudents,
includingincreasinghe outreachto ArtsandLettersstudentsgdevelopingstudent
interestin careeropportunities, buding thealumninetwork,andestablishinga
Awox |l dss 0 progtara.itis agbodigeafor facultywho arein advising
roles,atthe beginningof eachsemesterto reinforcethe diversearrayof career
opportunitiesavailableto Arts andLettersstudentsvho maynot beaware of

potentialinternshipsandfull -time jobs.

For resourceavailable througlthe career centeseehere

8.5 Award of Appreciation

In 202-2003, theCollegeof Arts andLettersintroducedthe Award of
Appreciation It is designedo honoranoutstandingolleagueoutsidethe College
of Arts andLetterswhosework addsimmeasurablyo theCollege ancenrichedts
life.

RESOURCES FOMEW CHAIRPERSONS
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Chairing a Department

A. DEVELOPMENTAND OPPORTUNITIES
Theposition ofdepartmenthairpersons oneof themostimportantadministrativeposts

in theUniversity. The chairpersons thecontactpointfor both facultyandadministration
andservesasthebridgebetweerthetwo. Thechairpersons responsibldor seeinghat
thevision andmission ofthe Universityanddepartmenbecomeareality. The best
chairpersonareenthusiasti@bout,andsupportive oftheir departme t rdissionand
values.Theyhavehigh andclearexpectation®f colleaguesandhelpthemto reachtheir
greatespotential.Theylisten toandnurturethe goodideasof faculty membersstaff, and
studentsTheyaregenerousn thankingothers evenfor their daily contributionsand
theytakegenuingoy in thesucces®f others.Theyareambitiousandcreativeon behalf
of thedepartmentseekingawhole thatis greaterthan its manyarts. Theyare fair,
diplomatic,andconsistentowardeverymemberof the departmentChairpersonsnust
takea holisticinterestin all three areasf the professionscholarshipteachingand
service),andtheymustcultivatea climate thaembracegommongoalsand acollective
identity evenasdifferentperspectivesire consistentlywveighed.

Disciplinaryorganizationssuchasthe ModernLanguage Associatiosponsor
workshopdor newandexperiencedhairpersonsTwo organization®ffer general
workshopdor chairpersonsThe Councilof Collegesof Arts andSciencegsee

http://www.ccas.net/i4a/pages/index.cfm?page)deridthe AmericanCouncil of

Education(seehttp://www.acenet.equEitherthe Office of the Provostor the College

will coverthe costsof such avorkshopfor anychairpersonsvho attend.Pleasecontact
the Deanor yourdivisionaldeanif you areinterested irattendingsuch avorkshop.If
youwould like to visit anothecampugo meetwith adminstratorsandteacherscholars
of departmentshathaveimpressed/ou from afarwith their innovationsandstrategies
for excellencefundingshould beavailable althoughwe mayaskyour department to
sharesomeof the costs.Please sengour proposaldirectlyto theDeanor your

divisionaldean.

Therearenumerous contemporapyblications orleadershipn Americanhigher
educationOf particular interesto you maybe TheDepartmentChair asAcademic

Leader by IreneW. D. Hecht,Mary Lou HiggersonWalter H. Gmelch,andAllan
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Tucker(Phoenix:Oryx, 1999);andTheCollegeA d mi n i sSumwialGuoide 6yCK
GunsalugHarvard,2006).

B. DEPARTMENTMEETINGSAND MINUTES

Departmenthairpersongareresponsibldor runningdepartmenineetingsEvery

departmat shouldhavea scheduleanonthlymeetingto conductbusinessit is vitally

importantto run anefficientandproductive departmentaieeting.Herearesome

suggestions$o assistyou in runningan effective meeting:

f
f

f

Sendout theannouncements advance.

Havea written agendaYou shouldinclude allmajor issuegapartfrom personnel
matters) confrontinghe departmenbr College,e.g.,curricular revisionstequests
for facultylines, or gradeinflation.

You maywantto combinesomerecurringtopics,e.g, curriculum.

Assignmajor taskgo committeeghatcandiscusghe issuesndbring proposals
to thedepartmenfor discussiorandadecision.

Fol | ow RiednfeOrderdrasystenthatpromotesexchangedy
differentfaculty anddoes nopermita handful of facultyto dominatethe
discussion.

Create armtmospherén which faculty feel freeto air their viewsjncludingjunior
faculty.

Do notleave issuespenindefinitely.

The departmenthairpersonsreresponsibldor providingelectronic copies 6 the

minutesof departmentneetinggo thoseon thefollowing list. Pleasenotethatthis list is

notapplicable forlCommitteeon AppointmentsandPromotiong CAP) minutes.

1.
2.
3.

Rev.Johnl. Jenkins, C.S.CRresideni Sgotsch@nd.edu

ThomasG. Burish,Provost Leichty.1@nd.edu

ChristineM. Maziar,Vice PresidenandSenior Associate Provost
Maziar.1@nd.edu

HughPage Vice Presidenand Associate Provosbr Undergraduate

Affairs T hpage@nd.edu

Maura Ryan, Vice President and Associate Provost for Faculty Affairs
mryan@nd.edu

Michael Pippengelice PresidenandAssociate Provodor Internationalization
I mpippeng@nd.edu

LauraCarlsonDean,Graduate Schodl Icarlson@nd.edu
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8. JohnMcGreevy,l. A.O6 S h a u ghDeanieMc&rgevy.5@nd.edu
9. Essaka JoshyAssociate Dean jdella@nd.edu

10. Peter HollandAssociateDeani pholland@nd.edu

11.Elisabeth KlI, Acting Associaé Deari ekoll@nd.edu

12.James BrockmoléAssociateDeani jbrockml@nd.edu

13. Michelle LaCourt Senior Directoof Finance and\dministrationi
mlacourt@nd.edu

14.Matt Zyniewicz, Executive Administratoto theDeani mzyniewi@nd.edu

15.Kate GarryDirectorof CommunicationgindMarketingi kategary@.nd.edu

16. Maria Di PasqualeAcademic Advancememirectori mdipasqu@nd.edu

17.Your DepartmenEaculty

Departmentaiinutesareimportantrecords Minutesshouldreflectaccuratelythe
issues, argumentsandthe conclusionghatthefaculty reach Minutesshould not
include discussiorof particularcandidategor faculty positions oranyconfidential

personnelissues.

C. MANAGINGSTAFF
Chairpersonslepend heavilpn thestaff. It is imperativeto helpthemto develop to
their potential. Thisis bestdonethrougha healthyrelationshipin which expectations
are clear andhonestfeedbacks provided Performanceeviews ofstaff persons
should beair, detailed,andconstructivelf you havenotrevieweda memberof the
staff before, please contactthe SeniorDirector of FinanceandAdministrationor
HumanResources$or advice.Seealsosection5.1.1.above forinformationre:
Universityproceduregor staff performanceeviews.We shouldencouragstaff who
wantto take Universitysponsoredworkshopsn areador which theyaredeveloping
responsibilities.

The Senior Directoof FinanceandAdministrationholds monthlyoperationsneetings
for all departmentasdtaff. At leastonestaff member froneachdepartments requiredto

attendthese meetings.

D. MENTORINGFACULTY
Mentoringhasbeenidentified by recentUniversitycommitteesasthe singleissuethat

mostaffectsfaculty productivityaswell asfaculty retention particularlyfor womenand
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minorities.Facultymemberseekguidanceaboutprofessionamattersjncluding
preparirg for thetenureprocesspublishing,participatingin conferencedgeachingand
soforth. Departmenthairpersonshouldaskenteringfaculty aboutthetype of
mentoringtheywouldliked formal or informal, within thedepartmenor from outsideé
anddiscussthenewfacultyme mb eandesisaboutpublishing,teachingandsoforth.
The chairpersomayalsowantto askincomingfaculty whethertheyhavea preferencer
suggestiomegardingwho might serveasa mentor.lt maybe appropriatén somecaseso
suggesbnementorfor researctadviceandanotherfor teachingadvice.ln small
departmentst mayevenbe usefulto askfor mentorsoutsidethe departmenaindeven,
whennecessaryputsidethe University. In interdisciplinaryunits, itmaybeimportart to
asksomeonen thedisciplinewhois housedn another departmeirt the Collegeto
serve amresearchmentor. It is agoodpracticeto meetindividually with newfaculty at
theendof theyearto assess theffectivenes®f the mentoring.

Thereare anumberof definitions ofa mentor.Most state thatkmentorshouldfi pr ov i d e
supportinformation,backgroundandencouragemengnd(be)availableto discussany

a s p efehiejob requirementsSomealsoinclude arelementof psychosociasupportin

their definition.At leasttwo specific typef mentoringcanalsobeidentified
instructionalmentoringinvolveshelpingfaculty gaininformation,for example, on the
quality of journalsandacademic pressesmdon appropriategrantagenciegor a given
project;facilitative mentoringis morehandson andinvolvesgiving detailedfeedbackA
facilitative mentor asksuchquestionsas,i Wh @anl do tohelp you moveyour book

a | o rogi?loe Wrainstormon whatmight makeyourtenurecasestrongertwo years

from now, andthenwe canfocuson whatismost eal i sti c?0 Feaani | i tati:
alsobeevidentin teachingespeciallywhenvisits aredoneovera seriesof semesterand

aseriesof types ofcourses.

In somedepartment#n Arts andLetters,thechairpersorservesasthe designateanentor.
In thesecasesthe chairperson$eel thatbecauseéheyareresponsibldor evaluatingand
providingfeedbackto faculty, theyarebestsuitedto provide suggestionguidanceand
overallmentoringto their junior colleaguesTheycanalsoensurehatthe mentoringis
consistenacrosdacultyin thedepartmentOnedangerin thisarrangementjowever,is

thattheline betweermentoringandevaluatingcan beblurred.Regardles®f who serves

143



asthementor €.g.,chairpersonanassignedeniorcolleaguesomeonghe newfaculty
member find$im or herself,or severafaculty members)mentorsshould:

a. Establishan effective relationshifrom the beginning Ideally, mentors should
beassignedgrior to thearrival of newfaculty membersothatnewfaculty
haveadesignategberson tovhomtheycanaskquestiongrior to comingto
campuslnitially, it makessense for meetingsetween the ment@ndmentee
to take placenorefrequently(e.g.,oncea month)whenthefaculty members
just starting.As thementee maturesheneedfor asmanyinteractions
typically decreaseshoughmeetingsshould stilloccur severaimes

throughoutheyear.

b. Explainthecriteria for achievingtenureand promotioninformationshauld
beavailablein writtenform thatcomesfromthed e p a r t QAR dodurdent.
But thementorcanalsohelpexplain thanformationin more detailndtailor
it to thenewfacultyme mb eircdmstanceslhereshould besome
discussioraboutteachingexpectations(formal andinformal), research
productivity (publicationvenuespublicationrate,grantsandfellowships,
etc.),service,andtheallocationof time to all threeof theseareasSometimes
newfaculty membersenefitfrom receivinghelpwith creding timelinesfor
completingspecific projectsMentors,chairpersonsandmemberof CAP
shouldmake sure thahe expectationgor andinformationabouttenureand
promotionareconsistenthpresentedo newfaculty.

c. Advisethementeeaboutdocumentsnd materialss/heshouldgatherthat will
eventuallybe presentedo thedepartmentalCAP for evaluationat thetime of
renewalandpromotion.The mentocanreview CVs syllabi, teaching
portfolios,andother materialsTheymayalsomakeclassroonvisits and
providethe menteewith feedbackaboutteachingMoreoverthe mentor
shouldreview material®n aregular basisandnotwait until thetime of
renewalor tenure.

d. Helpthefaculty membefind resourcesuchasthe KanebCenterfor guidance
with teachng; the Institute for Scholarshim the Liberal Arts for helpwith
identifying potentialexternalfundingsourcesandwriting grantproposalsand

theD e a Office (i.e.,theAssociate Deafor FacultyAffairs) for issues
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relatedto policies,procedurespr simply asa sourceof additionalmentoring.
The mentorcanalsoserveasa sourceof informationregardingUniversityand
College policiesThementormayalsohelpthe menteadentify colleagues
who couldreview manuscriptprior to submissiorior pulication review,
particularlyif the mentoris not in thesame fieldas thementeeThe mentor
canalsoserveasasoundingooardif thereareanyproblems.The mentor can
helpthink throughproblemswith the newfaculty member anderveasan
advocatef necessary.

e. Helpthefaculty membenetworkwith colleaguesnsideandoutsidethe
departmentlf theyarein the same fieldthe mentorcanalsohelp thementee
meetcolleaguesn thedisciplineoutsideof the University.

f. MentorandChairperson/CARhouldhave consisterdommunicationThe
mentorshould banade awaref anyconcernghat thedepartmenhasfor the
menteesothatthe mentoris better abldo advisehe menteeabout
professionaissuesThementorshouldalsoreview mentoringactivitieswith
thechairpersonlf for somereasorthe mentoringrelationshipis notgoingas

smoothlyasdesiredachangeshould bemade.

E. CULTIVATINGEXCELLENCEN TEACHINGAND RESEARCH
As aresidentialiberal artscollegeanda dynamicresearchuniversity,Notre Dame
sometimesvrestleswith the tensiorbetweernteachingandresearchThereare atleast
four overlappingstrategiedor striking a balance:First, we should consistentlgrticulate
theintersection®f teachingandresearctandtheU n i v e rcanmitmeriteexcellence
in bothareasSecondwe shouldmake allhiring, tenure, andpromotion decisionby
fully attendingo bothcategoriesThird, we shouldfind andcultivate colleaguesho
excelin bothandwho can therebyctasrole modelsfor ourjunior colleaguesFinally,
we mustrewardfaculty for their contributiongo bothspheresWe mustrecognizehe
valueof researchbut acknowledgaswell thatgoodteachingandfaculty mentoringof
studentsare timeconsumingendeavorsvorthy of recognitionwhen meritraisesare

calculated.

F. MEETINGSOF DEANSAND CHAIRPERSONS
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Meetingsof deansandchairpersonarescheduledn aregular basisysuallyonceper
month. All are scheduledrom 9:30to0 11:30a.m.in 11906 S h a u g Hah. Pleasey

refer to the Academc Calendar for more dates.

If thereis anitem youwould liketo put on theagendapleasecontactthe Executive
Administratorto theDean.On occasionsvheretherearespecialconcerndor oneof the
divisions,we will call ameetingof the chairpersosfor thatdivision; howeverunder
normalcircumstancethesewill notdisplacetheregular meetingsf the chairpersons.

We encouragelepartmenthairpersonso sharetheir bestpracticeswith their colleagues
in these meetingst you havea practicethatyou would like to share pleasediscusst in

advance witltheassociate deamhois responsibléor thatarea.

G. COLLEGECOUNCIL

Chairpersonserveasexofficio memberof the College CouncilChairpersonsiavethe
obligationof keepingcolleaguesn their departmeninformedof developmentand
discussionsn theCollege Councilindin the Meetingsof DeansandChairpersons.

Chairpersonshouldalsoremindfaculty thatthe minutesof all CollegeCouncilmeetings
aswell asall actionitemsfrom the meetingsof deansandchairpersonsrepostedon the

Collegewebpageand may be accessedhiip://al.nd.edu/about/thaculty/college

council/

H. ACTINGCHAIRPERSONS

Besideggroominga successor, everghairpersomeeddo appointsomeondo serveas
actingchairpersorwhenyou areout oftown andnot easilyreachedr find yourself
temporarilyunableto performyour duties. In somecasesthe DGS orassociate
chairpersongT-TT), or aformer chairpersonanservein this capacity.Pleasenotify
your divisionalassociat&eanof your choiceby August15th. In therarecasethata
chairpersomeeddo beawayfor anextendederiod arrangementwill bemade to
compensatéhe actingchaipersonPleaseseethe Deanof the Collegeor your

divisionalassociate deatio work outthese arrangementsadvance.

PUBLICITY
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Chairpersonshould workwith the Communication®ffice to publicizetheresearch
achievementandactivitiesof facultyin the CollegeTheseofficescanprovidearange
of assistancérom preparingnewsreleaseso highlightingfaculty expertisefor the
nationalmedia.

J. PERFORMANCREVIEWSFORCHAIRPERSONS

Eachyearchairpersonsndother senior administratoeseaskedo fill outanannual activity report
thatmakesvisible youraccomplishmentandcontinuingchallengesn teachingscholarshipand

leadershiphttps://al.nd.edu/assets/174973/annual_report.pdf

In addition, he College has a policy of reviewing chairpersons during the middle of their
term as a means of providing constructive feedback. We believe that it is important for
chairpersons to receive input both from us and from their faculty. Wetwant

congratulate chairs for the areas where they are strong and to assist them with the areas
where improvement is desirable. To that end, regular faculty andagdfivitedto share

their impressions of their chaifhis year we are introducing a newopess fothe

evaluations: Google Forms. Google Forms allows the evaluation to be electronically
completed and sent to the appropriate divisional associate dean. The associate dean will
send an email requesting faculty and staff to complete the evaluakie link to this

form will be included in the email.

POLICIES

A. RESERVING COLLEGE CONFERENCE ROOMS

A1DEANOS OFFI CE CONFERENCE ROOM 100 OO6SHAU

Only directreportsto theDeanof the Collegeof Arts andLettersandtheir
administrative asstantshave rightd¢o setup andhold meetingsn the100
006 S h a u gUQonfezescgRpom.

Meetingsheld in theconference roormust beconductedy adean ordirectreport

to theDeanor adirectr e p cadminéstsative assistant.
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If the Deanof the College schedules luncheommeeting the Coordinatorof Office
Serviceswill orderthefood andmake othenecessargrrangementsll other
individualsschedulingneetingsn theconferenceoomwill havehis orher
respectiveadministrative assistantder fad or make otherequiredarrangements.

Drinks for meetingonductedareavailableinthel 0 0 OO0 S h Kitclem n e s s y
refrigerator.

Phoneconferencingcomputer andwide-screenlV servicesareavailablein the
conference roonfor assistanceghe Coordindor of Office Servicesill make

certaintheappropriate serviceas person iontacted.

Rationale: This policy hasbeenestablishedo ensurehe properuseand
availabilityof theD e a @ffice conference facilitieandto assure thahe

conferenceéoomis primarily availablefor the Deananddirectreportsto theDean.

A.2 COMMON CONFERENCE ROOMS USAGE
Staff andFacultyof the Collegemayreservecommonconferencegoomresources
for academic/UniversitpurposesArts andLettersstaff andfaculty haveaccess
rights,throughGoogle Calendatp reserve851Decio,and451Decio.Only one
staff membein eachdepartmenhasaccessightsto reservel19and 339
006 S h a u gdndl8ldDscio.If thatperson is noavailablethent he Deané s
Office Coordiratoris thebackup person.To utilize anyof these roomgheroom
must bereservedhroughGoogle andtherequesmustinclude:

1. A purpose,

2. The numbenpf attendeesand

3. The nameof the personrunningthe meeting(if you areschedulingasa
delegatdor the person whawill berunningthe meeting,pleasanclude
your name).

4. If using any kind of technology in the conference rooms (i.e. computers,
recording devices, microphones, etc.) please also add ALCO as a guest
to the meeting.

Please notelf you planto have foodat your meetingpleaseeserveime before

themeetingfor setup and timeafterthe meeting forclearrup.
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Thisinformationshould bancludedin thebodyof therequestin theeventthata
roomhasbeenreservedand themeetingis cancelledyou must deletéhe meeting
from thecalendar.A phoneandcomputerareavailablein 119and 339

OO0 Sh au ¢.13ledscoB51Decioand451 Deciohavephonesutdo not
haveanytechnologyincluded.Any othermedianeedanust besecuredy the

meetingplanner.

Theuseof thesemeetingroomsshould befor the solepurposeof meetings,

seminaror luncheonsTheserooms may not be usedasclassrooms

Failureto complywith this proceduranayresultin becomingneligible to reserve

roomresources$n thefuture.

Rationale: This policy hasbeenestablishedo ensurghe properuseand

availability of the variousArts andLettersmeetingspaces.

*11900 S h a u gshdesgisatey as B e a Mméesingroomand isavailablefor
useby staff andfaculty only whennot in useby the Dean.In the eventthat theuse
of theroomhasbeenapproved byheD e a wofficeandthereis asuddemeed by

theDean,youmaybebumped frontheroom.

B. DE ANOFFICE INTERVIEW CHECKLIST FORT-TT FACULTY CANDIDATES
Departmentsreresponsibldor arrangingcampusnterviewsfor T-TT candidatesNo

later tharn24 hoursprior to the schedulednterviewwith theappropriate Dearihe
following seven(7) items in afolder must beforwardedto theD e a ©Office for alll
intervieweesdeingrouted totheD e a offics:

T h e c ancdampdsénterviévitinerary

MostrecentCV

Letterof application,if available

Copyof thejob advertisement

An abstracofthec a n d i disaertaiani$ available

2 T o

A brief narrativeby the chairdescribingthe rationaleor supportof this

candidate
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7. A labelon thefolder whichincludes:

a. Nameof Candidate

b. Department

c. Rank

d. Date andlime of interview
Please checthatall itemsare includedn thec a n d i fdl@ettratGséorwardedto the
D e a Office. If subsegentchangesremadetothec a n d i itinarargafiesthefolder
is forwardedto theD e a ©ffice, areviseditinerarymust besentasanattachmento the
appropriatel e a adisistrative assistarihterview cancellationsust be
communicatedSAP via ane-mail or phonecalltothea p pr o p r i a@mimstradiveea n 6 s

assistant.

Rationale: This policy hasbeenestablishedo ensurgheD e a ©ffice is preparedor
faculty candidate interviewandthatthe appropriatedeanhassufficientinformationand
time to preparefor critical facultyinterviews,whichincludesalsohelpingto recruit

candidateso departments.

. OFFICE CLOSURE NOTIFICATION AND APPROVAL
EachCollegedepartmentprogram office, institute,or centermust notifytheD e a n 6 s
Office of its intentto closeits office duringnormalCollege businessours(8am5pmon
regularlyscheduledJniversitybusinesslays).The notificationshallincludearationale
for theclosure detailsrelatedto date andime of closure,andarequesfor dean
approval.The notificationandrequesshould banade ateastoneweekin advanceof the
intendedoffice closurenotwithstandinginforeseerircumstancesrhe notificationand
requesimaybeemailedto the Senior Directoof Finance anddministration,or his or
her administrativesupportfor processingndapproval Within two businesslaysof the

receiptof the notification,anapprovalor denialwill be providedbytheD e a ©ffice.
Rationale: This policy hasbeenestablishedo ensurghatdepartnentsmaintain

operationgluringcritical times.T h e D ©fficadust benotified anda deanmust

grantapprovalsothatproperresponsandcoverageanbe established.
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D. OWNERSHIP, REIMBURSEMENT AND ENCRYPTION OF UNIVERSITY
OWNED, SUPPLIED, OR SUPPORTED LAPTOP COMPUTERS

Laptopsthatarepurchaseavith Universityfunds,whetherdirectly or via reimbursement
from researcltandprofessionatlevelopmentunds,remainthe propertyof the University.
In accordance witkUniversitypolicy, suchlaptops must bpurchasedhroughexclusive
vendor arrangements ensuraliscountpricing andproperminimumconfiguration

specificationsSee https://buy.nd.edu/contractet detailsregardingBM/Lenovo asthe

exclusiwe providerof Windowslaptops.The Universityalsocontractsvith Apple for
Mac laptopsGenerally,only laptopswhich areownedby the Universitymaytake

advantagef Universitysoftware licenses.

The College supporthie mandatoryuseof encryptiontechnologyto securdaptop
computersAny andall newly acquiredCollegeowned,supplied,or supportedaptop
computersnusthaveharddisk encryptionenablesThe Officeof Information
Technologythroughthe Arts andLettersComputingOffice hasprovidedfundingand
supportto implementthis policy. This encryptionpolicy appliesto laptopspurchased
throughthe ComputetWorkstationProgram(CWP), by departmentabr College
resourcesyith the useof researctor researctandprofessionatlevelopmentunds,and
whenalaptoppurchasas reimbursedn anyway with Universityfunds.This policy
appliesto laptops whether purchaseatiroughapprovedJniversitychannels or

purchasedpersonallyandreimbursedater throughJniversitymechanisms.

Rationale: The Universityhasobtainedextraordinaryadvantagethroughquantity
discountcontractingwith exclusivevendorsandhas massivelincreasedgupportability
of computingtechnologyby limiting computeradditions tosuchexclusivevendorsThis
hascreateda more consistenplatformacrosscampuswvhich canbe moreefficiently
supportedThe Universityis alsobetterableto track computerasset acquisitiofor tax

reportingpurposesf newpurchasesanberestrictedthroughspecificvendorchannels.

Encryptionreduceghe securityrisk associatedavith laptoploss.Giventhe portable
natureof laptops,encryption isequiredsothatlaptopsthatare eithetost orstolenwill
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not createanundueinformationsecurityrisk in areassuchasidentity theft or misuseof
other personatlentifyinginformationor Universitydataandcomputingresources.
Encryptiondoesnot degrade laptoperformanceindthereforethe benefitof encryption

far outweighgheassociatedosts.

ReferenceSeethewebsitefor Universitypoliciesregardingnformationsecurity:

https://oit.nd.edu/abouis/policiesand standards/

. PREFERENCE FOR DOUBLE-SIDED COPIES AND PRINTING
Whenpractical,copies angrinting should bemadeon doublesidesof paper.Thisis
especiallytruefor bulk printingandcopyingof larger material®r whensignificant
numbersof copiesarerequired Network printersandcopiers,andassociategbrint
drivers,shouldhavedefaultsettingsthatinitiate doublesidedprinting. The College
recognizeshatmanypersonaprintersandcopiers do nohavethis capability.If youdo
not havethe capacityto print or copyon doublesidedpaperwhen bulk printingor
copyingis required pleaseorwardsuchjobs toDCL Servicedor doublesidedprinting

or copying.

Rationale: Reducedyaperconsumptioris environmentallyfriendly while atthe same

timereducesheC o | | ewgralléostof copyingandprinting.

. COLLEGE HONORARIA POLICY

Collegefaculty arefrequentlyrequestedby numerougentitiesto give talks,participateon
panels andgenerallyparticipateor engagan academieelatedactivitiesacrosscampus.
College entitiehaverequestedjuidanceon whether honoraria paymergkould be

offered,andif any, whatamountsvould appropriate.

Policy. Generallyfaculty areencouragedo takepartin academierelatedactivities.
These activitieshouldbe consideregartandparcelwith beinga faculty member athe
Universityandarea vital partof beinga memberof theintellectualcommunityof our
campus.Becausehis is anormalexpectatiorfor faculty, it is notnecessarjor College
entitiesto offer honoraridor faculty participation. Thisis particularlytrue for
University, College,or Departmenfundedactivities. Collegeentitiesmaydesireto
provideasmalltokenasa6 t h-y @ #obparticipation. Theseshould generallpeno
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