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       MEDICAL TECHNOLOGY PROGRAM

Minimum Expectations For Promotion and Tenure 

The Medical Technology Program supports the University’s assertion that a candidate for tenure and promotion  must demonstrate excellence in Teaching;   tangible evidence of scholarly productivity; and service to the University , Profession and the Community.  However the Program declares the privilege to define where a specific activity resides .  The Medical Technology Program declares that the candidate for promotion and tenure within the Department must demonstrate expertise in areas under the aegis of the medical technology (clinical laboratory sciences)

A.   TEACHING
The faculty member must demonstrate competence in teaching while contributing to the instructional needs of the Medical Technology Program.  The faculty member will develop and instruct lecture and  laboratory courses in his /her areas of expertise; and assist at all levels of instruction in collegial atmosphere

Tenure requires that the faculty member demonstrates a continuous record of excellence in teaching. A continuous excellent - distinguished record in teaching is required for promotion to associate professor.  Distinguished teaching and a positive reputation within the University is required for  promotion to professor 

B.   RESEARCH AND CREATIVE ACTIVITIES
Candidates for tenure and promotion must carry out the following activities:

·  contribute to the discovery, application, integration and teaching of knowledge

· Publish in professional journals; books or monographs 

· Secure intramural  and extramural support to enhance teaching facilities , research projects and student recruitment 

· Contribute to The University’s goals on issues of regional , statewide, national , and international concerns

In addition to teaching , the Medical Technology Faculty are heavily involved in activities related to the maintenance of national accreditation, state license , partnerships with clinical sites for student internships and the successful student outcomes in certification examinations.  These accountability measures and responsibilities limit the time available to engage in original research.  Scholarly activities that subsume this position are listed in the “criteria and standards for annual evaluation”.

Accordingly , the candidate for tenure: 
· must be an active member of the national professional organization/s in one’s area of expertise and teaching; and be recognized within the discipline as an expert

· this includes a minimum of 3 publications in the professional journals such as : Laboratory Medicine,   Medical Laboratory Observer,  Advance for Medical Laboratory Professionals,  Clinical Laboratory Science (journal of the American Society for Clinical Laboratory Sciences); to name a few examples 

· When applicable, the candidate will make significant contributions to NAACLS accreditation renewal process of the Program ; including writing  of a self study and preparing the Program for a site-visit

· At least one proposal must be submitted for support from external funding agencies 

· Collaboration  with other faculty within or outside the University , with tangible evidence of productivity in scholarship and creative activities will be taken into consideration for tenure 

award

· Collaboration with biotechnology companies to test out new products, procedures or instruments, resulting in a publication or a data analysis report will be counted towards tenure

The candidate for promotion to associate professor 

· must establish significant and tangible scholarship in one’s area of expertise.  

· The candidate’s scholarly activity must be recognized by peers external to the University.  

· At least one externally funded grant must be received 

· The candidate must list at least five publications appearing in professional journals, published while employed at the University of West Florida 

The candidate for promotion to the rank of a professor 
· must make substantial and tangible contributions in scholarship and leadership in the area/s of expertise, as recognized by peers external to the University 

· must list at least ten publications appearing in professional journals while employed at the University of West Florida 

A candidate may be considered for tenure or promotion without having met all the criteria shown above.  For example, the Medical Technology Program recognizes that “significant and /or substantial contributions” in one’s area of expertise can be made in ways not specified above ; and also that significant contributions in the area of expertise can result from one achievement derived from many years of study/effort.

C.   SERVICE 
· The candidate fort tenure must show tangible evidence of service to the University,  the Profession and the Community.  

· Leadership in service to the department , college , and the University must be shown by the candidate for promotion to associate professor .  

· The candidate for professor must demonstrate the ability to shoulder major responsibilities in service within and/or beyond the University 

MEDICAL TECHNOLOGY PROGRAM 
       STATEMENT OF RESEARCH, SCHOLARSHIP and CREATIVE ACTIVITY

The Medical Technology Program supports and promotes the primary mission of the University of West Florida, which states that “ all that we do or propose to do must serve the transmission , creation, application, and preservation of knowledge.  To that end, our mission is to enhance and promote the educational, cultural, economic, and natural environments of the people and region we serve through quality teaching, research, scholarship, creative accomplishment, and service ” 

Within the scope of this University’s mission statement and within its scope as a primarily undergraduate teaching program in applied fields of biology, chemistry and medicine; medical technology Program defines the faculty activities in the areas of scholarship and creative activities as follows :

· Developing innovative methods to introduce knowledge in the classroom 

· Development of innovative technical curricula for clinical rotations 

· Development of innovative articulation programs to provide education/career enhancement opportunities  for Medical Laboratory Technicians 

· Successful preparation of accreditation documents, a process akin to peer recognition through grantsmanship

· Continuing education as demonstrated by attendance at professional workshops, clinical experiences and professional meetings

· Preparation and presentation of continuing education programs in formal settings such as workshops, seminars, teleconferences, and review courses

· Development and teaching of formal courses designed for the post graduate (practicing        professional)

· Communication of new ideas, theories, and practical procedures in the field through written   reports, essays, or newsletters

· Writing proposals, procuring grants, conducting original and/or applies research in one’s area   of expertise

· Publication of articles in peer reviewed journals and /or contributing to or writing textbooks  and other instructional material

· Development of recruitment strategies and materials resulting in enrollment increase and      program enhancement
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         THE UNIVERSITY OF WEST FLORIDA MEDICAL TECHNOLOGY PROGRAM

Criteria and Standards for Teaching, Creative / Scholarly Activities and Service for

Annual Evaluation 

Introduction 
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The primary function of the Medical Technology Program at the University of West Florida is to prepare students for working in diagnostic clinical laboratory medicine and in biomedical research laboratories.  Medical Technology is an applied science, which has its origins in biology, chemistry, and medicine. The practice of Medical Technology requires a strong foundation in theoretical knowledge and practical skills to accurately perform various laboratory procedures designed for the clinical diagnosis and management of disease. The field of Medical Technology also encompasses the investigative techniques employed in biological, medical and environmental research, which are often collectively referred to as biotechnology. The Medical Technology Program Faculty strongly believes that our primary mission is to 

· Maintain NAACLS (national) accreditation and State of Florida Approval of the Program 

· Provide an excellent curriculum and sustain a high rate of student success in national exams 

· Provide the best academic advisement and support services to students

· Maintain enrollment through recruitment and retention efforts 

· Maintain partnerships with local / regional health care providers

· Provide continuing education to practicing professionals in the field

· Provide service to the University, the Profession, and the Community

We believe that faculty evaluation should be directly linked to the work assignments, and assessment of quality should be based on the overall indicators of student success and the programmatic excellence .  

A medical technology program housed in a university with no medical school provides very limited opportunities for faculty research in their fields of expertise.  In addition, teaching and other work loads for medical technology faculty are much higher than  what is considered normal for a regular faculty member in a traditional department such as Biology.  The Program has only two full time regular faculty members, who are responsible for curriculum in nine (9) University based, and five (5) hospital based clinical courses, totaling for 51 semester hours of credit towards graduation. In addition to teaching, advising, recruiting, and coordinating with clinical affiliates, the faculty are required to be engaged in a variety of activities to keep the program in compliance with the (NAACLS) Essentials for  Accredited Programs in Clinical laboratory Sciences.

For the reasons given above, medical technology faculty believe that major emphasis in evaluation of Medical Technology faculty should be placed on the quality of instruction and other essential programmatic activities; and that it is appropriate to define the scholarship and creative activities as those which enhance the quality of the program in preparing the graduates for employment, advancement in career, and/or graduate schools. Faculty should be required to maintain and upgrade their technical knowledge and skills in areas they teach and expectations for creation of new knowledge should be broadly defined to include these activities.

TEACHING
The faculty recognizes that excellence in  teaching is the cornerstone of high quality program. While it is not possible to measure teaching effectiveness precisely in quantitative terms, to the extent possible the evaluation of teaching is based on criteria applied campus wide: summaries of student evaluations for the courses taught, comments and formal assessments provided by other faculty members, syllabi, examinations and other class materials which are  provided by the faculty member for review.

Student Evaluations
The following calculations are carried out separately for each course taught during the year 

1.  Each question on the student evaluation form has 5 categories ranging from 1 to 5 in value (poor = 1; excellent = 5).  The % of votes (for example, 85% in the excellent category would be calculated by multiplying 5 x 0.85) received for each category for each question is multiplied by the score for that category.  The sum of these multiplications = the score for that question.  The sum of the scores for all 19 questions = the evaluation score.

2.  To adjust for the number of students taught, the evaluation score from #1 above is multiplied by  the ( # of students in the class  ( 1000).  The resulting number is added to the evaluation score in # 1 above . This is called the student number -adjusted evaluation score .

3.  To adjust for course level: for a 1000 or 2000 level course take 10% of the evaluation score from # 1 ; for a 3000 0r 4000 level course take 8 % of the evaluation score from # 1 above; for a 5000 or a 6000 level course take 6% of the evaluation score from # 1 above.  Take this course level-adjustment score and add to the student number -adjusted evaluation score from # 2 above .  The resulting score adjusted for class size and class level will be your evaluation score for this course 

The overall teaching evaluation score for the year will be the sum of the scores for all courses taught ( the # of courses taught for the year   

Preparing a New Course



Lecture Only - 
8 Pts 

Lab Only -  

4 Pts

Lecture and Lab - 
12  Pts

Updating an Existing Course
Lecture Only - 1-3 Pts ( 1 point for “normal” annual updating ; 2 points for major updating; 3 points for updating associated with a change in text book for the course )  

Lab Only - 1 -3 Pts ( as above)

Lecture and Lab - 2-6  Pts as above)

Students’ Performance on National  Certification Exams

Program Mean Scaled Score above National Mean in Faculty Member’s Teaching 
areas :  

1 area

2  points

2 areas 
4  points







3 areas 
6  points    








Student Pass rate:
100%  Pass 
5 Points

90 -99 Pass
4 points

80-90% Pass
3 points

60-80% Pass   2 Points

Below 60% 
0 points

NAACLS  Accreditation Renewal:
Full Accreditation award with no deficiencies and excellent Report: 10 points

Conditional Accreditation with Recommendations & progress report required : 5 points; 

Teaching Awards;
Teaching Incentive Program Award ; (TIP)
5 points

Outstanding Undergraduate Teaching/Advising Award: 5 points

Outstanding Teacher Award (SGA): 
5 points

Undergraduate Student Directed Study
5 points for the first 3 directed study undergraduate students under  your direction; 3 points for the 2nd 3 students under your direction ; 1 point for the 3rd 3 students under your direction.

Academic Advisement 
Assessment of effective academic advisement is based on the faculty member’s availability for student counseling, the number of students receiving the advisement, assistance in preparing individualized degree plans, keeping up-to-date with students’ progress or deficiencies in graduation requirements and the ability to communicate well with the students

1 point for providing academic advisement on a regular basis for each  group of 10 students

Undergraduate Recruitment /Retention and Related Activities 


Presentation of ½ day to 1 day workshop to high school or junior college students- 3 points- a maximum of 6 points are allowable for this activity in a single year

Participating in Freshman Orientation/Open House - 1 Pt for attending or 2 Pts for active participation (speaking to students)- maximum of 5  points allowable for this activity in a single year

Serving as a Sponsor for a Student Organization - 3 Pts for each year during which you serve in this capacity

Participating in Student Recruitment/Retention Activities on campus - 1 Pt for each event - a maximum of 5 points allowable for this activity in a single year.

Participating in Student Recruitment/Retention Activities off campus - 2 pts for each event- a maximum of 6 points allowable for this activity in a single year .

Preparation of Course Materials


Preparation of Lecture Notes/Outlines Available to the Students through the Library , book store or on line- 3 points - credit is given only for the year in which this activity is initially performed:  1.5  points for major revision of printed materials 

Preparation of lab exercise outlines available to the students through the library, bookstore or on line - 2 points- credit is only given for the year in which this activity is initially performed ; 1-5 points for major revision of printed materials.

Preparation of a laboratory manual available to students the library or on line - 7 points - credit is given only for the year in which this activity is initially performed , 1.5 points for major revision of printed materials 

Other Teaching-Related Duties
Writing of letters of recommendation for students- 0.25 points per letter - maximum allowable credit of 5 points for a given year 

Qualitative Assessment by the Program Director / Chair :    1 - 40 points 
Range forTeaching:
Distinguished: 

85 Pts or greater


 

Excellent: 

75 Pts or greater

Good: 


65 Pts or greater





Satisfactory: 

55 Pts or greater

Unsatisfactory:  
 < 55  Pts

Research / Scholarly and Creative Activities
Writing of Accreditation Documents
NAACLS  Self  Study:   Complete authorship -25 points

   Contributions: 1  point for each segment ( for each Standard)

State of Florida Board of Regents Program Review - Self Study:    

Complete authorship: 15 points


Segment contributions: percentage distribution according to the portion assigned / completed 

Maintaining Professional License and / or participation in CE Programs :

0.5 points for each hour of participation ; maximum allowablw per year -6 points 

Presentation of CE programs:

3 points for each 1 hour presentation

Development of a Formal Course, advanced level: 

10 points allowable for the year in which the course is developed 

Development of Distance Learning programs
A full course :    15 points

Program with 1-3 hours of CE credit:    5 points;  allowable for the year in which the                       course  is developed 

Development of new and innovative curricula for the professional portion of the Degree Program; such as articulation with AS MLT Programs or other health care programs
Proposal-            4 points 

Development -    8 points 

Implementation - 8 points  

Development of recruitment strategies and materials resulting in enrollment increase and program enhancement.

5-20 points , based on the quality and effectiveness of the project
Publications
Peer-reviewed journal articles- 

5 Pts for a research note and  
10 Pts for each full article published, in press or accepted for publication in any journal in the field;  

Books
20  Pts for a completed book (published, or  in press)

Chapters
10 pts for each chapter published, in press or accepted for publication

Book reviews
2 points for each published book review, including those solicited by a publisher 

Non- peer reviewed reports
3 points for each non- peer reviewed report. For reports greater in length than 50 pages. Add 3 points for every 25 pages 

ASCP Tech Sample 
10 points for each article/case study published 

Manuscript Reviews 
1 pt for each manuscript reviewed for a local, regional or state journal

2 Pts for each manuscript reviewed for a national journal.

3 Pts for each manuscript reviewed for an international journal

Editorships
10 Pts for each professional journal editorship or 

5 Pts  for each newsletter editorship per year during your tenure as editor (credit  is not given for manuscripts reviewed as part of your responsibilities as editor)

Grant Reviews
1 Pts  for review of each grant at local, regional or state level.

2 Pts for review of each grant at federal or national level

5 Pts for service on a grant review panel at the local, regional or state level (0 Pts for review of grants as a member of that panel)

10 Pts for service on a grant review panel at the national or international level (0 Pts for review of grants as a member of that panel)

Grants & Contracts 

2 Pts for in-house grant application; 5 Pts for funded in-house grant application. 

3 Pts for state or regional private foundation, or state grant application; 7.5 Pts for a funded grant or contract and 5 points for each year grant or contract is in force 

5 Pts for each federal grant application or national private foundation; 15 Pts fpr a funded grant or contract , and 7.5 points for each year grant or contract is in force 

If funded, for grants totaling > $100,000 add 5 Pts for the award year and 5 additional points for each year grant is in force; for grants totaling >$500,000 add 10 Pts for the award year and 10 pts for each year grant is in force; for grants totaling > $1,000,000 add 15 Pts for the award year and 15 Pts for each year grant is in force.

Presentations and Posters
2 Pts for each talk or poster at local, state or regional meetings  in which you are listed as an author. 

3 Pts for each talk or poster at national meeting in which you are listed as an author

4 Pts for each talk or poster at international meetings  in which you are listed as an author. .

Invited Seminars and Invited Participation in Workshops
3 Pts for a talk or other form of participation at a local, state or regional event.

4 Pts for a talk or other form of participation at a national event.

5 Pts for a talk or other form of participation at an international event.

Serving as a Scientific Consultant or  Collaborator
Serving as an expert member on a Board of Directors, Governing Board, Task Force, Oversight Committee, or other type of committee that deals primarily with scientific issues - 2 Pts for membership; 2.5 Pts for chairmanship. ????? more points

Serving as a paid or unpaid consultant on scientific matters to a local, regional, state agency, business or organization - 3 Pts  

Serving as a paid consultant on scientific matters to a national or international agency, business or organization-4 Pts

Collaborating in scientific matters on a project with a local, regional, or state agency, business, organization or institution - 1-4 Pts

Collaborating in scientific matters on a project with a national or international agency,               business or organization - 1-6 Pts

Holding Office in Professional Societies
1 Pt for serving on a committee for a local, regional or state professional organization (2 Pts if chairing committee) for each year during which you remain on the committee.

2 Pts for serving on a committee for a national professional organization (3 Pts if chairing committee) for each year during which you remain on the committee.

3 Pts for serving on a committee for an international professional organization (4 Pts if chairing committee) for each year during which you remain on the committee.

3 Pts if serving as an elected or designated officer of a local, regional or state professional organization for each year of your tenure as officer.

4 Pts if serving as an elected or designated officer of a national professional organization for each year during your tenure as officer.

5 Pts if serving as an elected or designated officer of an international professional organization for each year during your tenure as officer..

Professional Awards
3 Pts if receiving an award from a local, state or regional professional organization.

4 Pts if receiving an award from a national professional organization.

5 Pts if receiving an award from an international professional organization. 

Chairing Sessions at Meetings or Workshops
2 Pts for local, state or regional meeting or workshop.

3 Pts for national meeting or workshop.

4 Pts for international meeting or workshop

Student Training
2 Pts for each graduate student thesis committee served on; 1 point for each non thesis committee served on.

Qualitative Assessment by Program Director: 
1-20 points 
Range for Research/ Creative and Scholarly Activities :
Distinguished: 

50 Pts or greater




Excellent: 

40 Pts or greater

Good: 


30 Pts or greater

Satisfactory: 

20 Pts or greater

Unsatisfactory: 
< 20 Pts

Specific permission of the Dean is required for a teaching load reduction based on research activity. Teaching load reductions for the current year will be based on the previous year’s performance level.  Newly hired tenure-track faculty will be extended a two year grace period for achieving this level of performance but must show clearly demonstrated progress toward reaching this level of performance during year 01 and must have achieved this level of performance during year 02 of the two year grace period.  

Any faculty member choosing not to do research will be given a larger teaching load than the “minimum” of 3 courses and will have their performance judged on the basis of the criteria listed  for Teaching and for Service
SERVICE  
Service on Departmental Committees 
 5 Pts for each regular departmental committee (6 Pts for chairing such a committee); 

 7 Pts for each search committee ( 9 Pts for chairing such a committee).

Service on CAS committees 

 
4 Pts for each committee on which you serve (5 Pts for chairing such a committee); 

6 Pts for a CAS search committee (7 Pts for chairing such a committee)

5 points for serving on CAS Council ( 7 points for serving on CAS Council Executive                     
Committee.

Service on University committees
 5 Pts for each committee on which you serve (6 Pts for chairing such a committee); 

7 Pts for service on a University search committee (8 Pts for chairing such a committee).

Service on Faculty Senate 

 7.5 Pts (10 Pts for serving as President of Faculty Senate)

Community Service
Membership on a off-campus committee that serves community interests- 3 Pts for

                   membership;    4 Pts for chairing the committee

Engaging in documentable activities associated with a group related to church, school,         
      scout, political, conservation, preservation, artistic, health, education or other areas of                     community interest - 1 to 10 Pts depending on documented level of involvement. 

Qualitative Assessment by the Program Director :   1-15 points 
Range for Service:
Distinguished: 

30 Pts or greater

Excellent: 

25 Pts or greater

Good: 


20 Pts or greater





Satisfactory: 

10 Pts or greater

Unsatisfactory: 
< 10 Pts

** Note**  Because there may be some overlap between activities related to teaching, service and research, you may receive credit for such an activity only once in one of these three categories

Overall Score for Faculty Performance:


1. The scores for research and service will be normalized before calculation of the overall score by multiplying the score for research by 2.2, and  the score for service by 3.2.  

2. For faculty teaching 4 or more courses and choosing not to do research, the teaching score will be multiplied by 0.90 and the normalized service score will be multiplied by 0.10 *. 

3. For a faculty member teaching 3 courses, the teaching score will be multiplied by 0.65, the normalized research score by 0.25, and the normalized service score by 0.10.

4. For a faculty member teaching 2 courses, the teaching score will be multiplied by 0.50, the normalized research score by 0.40 and the normalized service score by 0.10.

5. The sum of the normalized and percent-effort adjusted scores for the three areas of activity (service and teaching only for faculty choosing not to be judged on research) will be the overall score and will be judged against the following standard:

Distinguished:

85






Excellent: 

75







Good:


65

Satisfactory: 

55

Unsatisfactory:          < 55

*Note:  The option of not engaging in research is unavailable to untenured, tenure-track faculty.  

Program Director and the faculty member review and discuss the submitted material and the results of the evaluation form .  The Program Director writes a letter of evaluation with a rating of distinguished , excellent , good , satisfactory, or  unsatisfactory in each area being evaluated based on the results from the evaluation form and any added points for qualitative assessment , for which an explanation will be included .  An overall evaluation is also provided based on the results from the evaluation form and the Program Director’s qualitative assessment.  The letter of evaluation , signed by the faculty  member , is forwarded to the Chairperson of Biology for further evaluation.  All quantitative data remain in the department.
Adopted by Med Tech Faculty
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DEPARTMENT OF BIOLOGY/ MEDICAL TECHNOLOGY PROGRAM 

        BYLAWS AND STANDING RULES

1-29-2002

Medical Technology Program: adopts the Biology Department’s Bylaws with the following provisions.  The Program Director reports to the Chairperson of Biology.  The Program Director’s job performance is evaluated by the Chair 

The Program Director is  in charge of and has the authority for: 

6. Medical Technology Program Office management and Budget

7. Day to day operation and effective maintenance of Programmatic Excellence 

8. Faculty recruitment, assignments , and annual evaluation 

9. Faculty evaluation for tenure , promotion and merit pay

Unless otherwise stated all other policies and procedures established here in the bylaws apply to the Medical Technology Program. 

1.
Name of Department:
The name, the Department of Biology, hereafter referred to as the Department, is a unit of the College of Arts and Sciences at The University of West Florida.

2.
Mission:
The Department focuses on areas of modern biology and biotechnology with emphases in the fields of biochemistry, ecology, genetics, immunology, marine biology, medical technology, microbiology, molecular biology, physiology, and plant science.  The department is committed to training students, at both the graduate and undergraduate levels, in such a manner that they will be equipped to function, not only in the biological world of today, but will be able to adapt to and perform in the biological world of tomorrow.  Each program contributes to the University's mission by preparing students to think critically, communicate effectively, and act with reason.

The Department aspires to educate, to accept modifications of views and to discard concepts that have been proven to be flawed.  The Department seeks truth in science, relying upon the testing of theory by experiment to yield an evolving understanding.  Students are encouraged to stimulate thought processes while obtaining intellectual breadth which will forge them into future leaders.

The Department endorses the performance of original work, the doing of research by faculty in collaboration with colleagues, students and staff.  The Department promotes the bridging of an idea with the performance of the scientific methods of discovery, application, integration, and teaching.  The Department must assist in seeking support (facilities, equipment, financial, release time) for faculty while promoting open discussion among peers.  The Department ascribes to the notion that faculty have the professional obligation to inform the scientific community of noteworthy results through publication in refereed journals.

The Department endorses service activities: university, professional, community.

The Department sanctions and fully accepts the mission statement of the University as it pertains

to: ". . . of enhancing the quality of the academic programs, of educating a diverse student body,

and of developing the interactive university."

3.
Structure of the Department:
Section 1.     Members of the Department

The Department shall be composed of a chair, director of medical technology, faculty members, adjuncts, associates, visiting instructors/professors, and staff who direct students seeking degrees in biology (tracks in general biology, biology education, microbiology, molecular biology, plant science and preprofessional biology), marine biology, and medical technology.

Section 2.     Eligibility in Governance

Faculty holding the rank of instructor, lecturer, assistant professor, associate professor, and professor are eligible to participate in departmental governance activities and to vote on non-personnel matters.  The eligibility to vote on faculty personnel matters is restricted to full-time tenured/tenure earning faculty in a manner consistent with University guidelines.  The faculty may, by majority vote, extend voting rights to other individuals associated with the Department.

Section 3.     Role of the Chair

It is expected that the Chair will perform all responsibilities in the best interests of the Department by taking into account the wisdom and advice of faculty colleagues.

4.
Departmental Meetings:

There should be at least one faculty meeting per month during the Fall and Spring semesters.  A majority of eligible faculty must be present to carry out official departmental business.  Parliamentary procedures, order of business and voting procedures, etc. will be carried out according to Robert's Rules.  At least one week notice shall be given, excepting emergency situations.  Faculty may place items on the agenda through the departmental office manager.  The agenda will circulate one day prior to the meeting.  Minutes will be taken by the office manager and distributed to the faculty no later than one week following.

5.
Committee Structure

Section 1.
Ad Hoc Committees/Working Groups

Ad Hoc committees/working groups are formed by the chair as the need develops to carry out specific responsibilities (examples: personnel committee; space and equipment working groups).  These committees/working groups are disbanded following completion of assigned duties.

Section 2.
Standing Committees

Each standing committee will consist of three faculty members, including a chair.  Standing committees of the Department shall be: Curriculum; Graduate.

Curriculum Committee: The Curriculum Committee will oversee the development, maintenance, and modification of undergraduate and graduate programs.  The committee will review and recommend action on all CCRS.

Graduate Committee: The Graduate Committee will review applications and make recommendations for admittance of prospective students into the graduate program.  The committee will make recommendations on awarding scholarships to deserving students and maintain a general interest in the educational development of all graduate students.

6.
Academic Policies:
Section 1.     Advising

Advising will be carried out by the departmental undergraduate advisor who will also be in charge of student recruiting and retention.  In addition, each student will be assigned a faculty advisor who will review and sign the student’s degree plan. 

Section 2.
Changes in Policies

All changes to academic and curricular policies must be approved by majority vote of eligible faculty and forwarded by the chair through the Dean to appropriate review committees.

Section 3.
Grading and Examination Policies

Grading and examination policies are made at the discretion of the instructor.  These policies are to be published in class syllabi.  Controversy over grading practices should begin with the concerned parties and follow the grievance process outlined by the University.

7.
Personnel Policies/Procedures:
Section 1.
Recruitment/Selection of New Faculty

Advertising, recruiting, and selection of new faculty follow the established university procedures.  Departmental search committees screen all candidates' credentials and recommend campus visits by selected applicants.  The successful candidate is chosen by vote of tenured/tenure earning faculty, as polled by the search committee.  The search committee makes the recommendation to the chair who forwards a formal recommendation to the dean.  The dean makes the formal offer of rank and salary to the successful applicant.  The chair will assign the new faculty member one or more senior colleagues who serve as mentors during the tenure earning years.

Section 2.
Annual Work Assignments

The chair in consultation with the faculty member will establish the faculty member's assignments in teaching, research, and service for the upcoming academic year.  These assignments are based upon the needs of the department and the professional development of the faculty member.  The chair prepares and signs the letter of assignment and refers to the dean for further processing.

Assignments for medical technology faculty will be made by the Program Director , in                    consultation with the faculty member.

Section 3.
Annual Evaluation Criteria and Procedures

Annual evaluations are made by the chair.  The evaluation is based on the annual assignment letter written by the chair and acknowledged by the faculty member.  The assignment letter addresses teaching, research, and service.

Annual evaluations for medical technology faculty will be  made by the Program Director and               forwarded to the Chair for further evaluation

Section 4.
Merit Pay

The Biology faculty shall be assessed for merit pay criteria based on the single summary descriptor from their annual evaluation.  Because of the fluctuating nature of funds available from the State, the rankings of unsatisfactory and Satisfactory shall receive no merit pay increase.  Rankings of Good, Excellent and Distinguished will receive one, two, and three units respectively of the funds available.

Section 5.
Tenure

Excellence in teaching and significant demonstration of scholarship as well as tangible evidence of service to the university, community and profession justify the decision to grant tenure.

During the tenure earning years the faculty member, in pursuing activities listed on the Criteria for Annual Evaluation,  should seek critiques and guidance from the assigned mentors, as well as other colleagues within the university. At the beginning of the third year of service, the chair and the mentors assigned to the faculty member who is  being evaluated,  will provide the untenured faculty member with an in-depth written evaluation of progress toward tenure and promotion.  During the year in which the faculty member is a candidate for tenure, the full-time tenured faculty shall complete a secret ballot.  The chair will also seek signed letters of evaluation from all members of the Department and solicit at least three letters of evaluation from external referees. 

The chair will write a letter recommending tenure, defer, or deny and forward the complete dossier to the dean.  The faculty member will be informed in writing of the chair's recommendation.

Section 6.
Promotion

Excellence in teaching and promising demonstration of scholarship as well as tangible evidence of service to the university, community and profession justify the yearly reappointment of an assistant professor.

The associate professor must show continued excellent-distinguished performances in teaching.  The associate professor must establish significant and tangible scholarship in the area of expertise.  Leadership in service to the department, college, and university should be shown.

Substantial and tangible contributions in scholarship, as recognized by peers external to the university, in the area of expertise justify promotion to the rank of professor.  The professor must show continued performances of distinguished teaching and carry out major responsibilities in service within and/or beyond the university.

Section 7.
Summer Supplemental Contract Opportunities

All regular full-time faculty are given the opportunity to teach during the summer term, contingent upon the allocation of sufficient lines and programmatic needs.  Visiting instructors/professors and regular adjuncts will be given consideration for summer employment on a second priority basis.

Section 8.
Office Hours

All full-time faculty are required to meet a posted schedule of six office hours per week distributed over at least two days and several time blocks.

Section 9.
Annual Salary Increment Increases

Annual salary increments are made by the dean upon consultation with the chair based on the annual evaluation.  The increment will include "merit pay" as defined in Section 4.

Section 10:
Allocation of Paid Overload Appointments

Paid overload appointments will be granted contingent upon rotation through a list showing faculty expertise in the area of need.

8.
Departmental Resources

Section 1.     Budgeting

Departmental Expense Budget:  Each faculty member will submit anticipated teaching needs for the academic year, including costs.  These data, as well as projected encumbrances, will establish the base during negotiations of budgetary allocations at the college level.  The chair will provide information on budgetary allocations and report timely updates as maintained by the office manager.

Laboratory Fee Account  Funds in the laboratory fee account are to be disbursed for the purchase of expendable supplies needed to operate the teaching laboratory sessions.

Medical Technology Program has a separate budget.  The budget authority and  responsibility  lies with the Program Director.  All the policies in this section apply to the Program accordingly. 

Section 2.
Equipment

Operating Capital Outlay (OCO):  The Department will maintain an OCO list which will be periodically updated and prioritized through input of the faculty.

Request for Use of Departmental Resources:  Any request to use equipment and other departmental resources for purposes external to the academic/scholarly mission of the department must be submitted in written form to the chair for review and decision.

9.
Faculty Development
The Department is committed to assisting faculty development.  To facilitate planning, faculty requesting sabbaticals will notify the chair.  Faculty requesting release time for curriculum and/or research development should present the plan to the chair for review.

Seed Account: When available, these funds give partial financial support to full-time faculty for the purpose of carrying out new research projects.  Requests ($500-$1500) are made by submitting a brief research proposal to the chair.  Funding is to be used for the purchase of reagents and supplies and excludes salary compensation for faculty.

Support for student assistance, particularly at the graduate level will be considered.

10.
Amendment

Any amendment to the Department of Biology Bylaws and Standing Rules must come through petition of a faculty member and subsequent discussion and approval by the department.   

11.
Date of Adoption/Revisions: February 7, 2001.
Adopted by Medical Technology Program : 1/29/2002
