The University of West Florida

College of Arts and Sciences

Department of Music

By-laws

I.
NAME:  The department, a division of Fine and Performing Arts, within the 

College of Arts and Sciences, shall be known as the Department of Music.

II.
MISSION AND PURPOSE:  

MISSION STATEMENT

The Department of Music offers a personalized education at the baccalaureate level to equip students to perform at professional levels and to think critically as musicians and educators. This personalized education is augmented by numerous performance and ensemble opportunities. The department sponsors musical performances both alone and in conjunction with the theater and art departments to reach out to both the university and the community.


The Mission and Purpose of the Department of Music shall be to equip and empower students with a theoretical, historical, practical, and creative knowledge of Music.  Emphasizing education as well as performance, the Department, which is certified by the National Association of Schools of Music, (since 1971), strives to prepare students with a strong foundation upon which to pursue further study and growth.  Students who are accepted as music majors may concentrate in one of the following areas: Music Performance, Music Teaching, Sacred Music, or Church Music.   Students wishing to minor in music may do so with the permission of their instructors. The Department also provides Service Courses to the university 

community. These courses include Music for the Elementary Teacher, Music in 

Western Civilization, and various elective courses designed for non-majors.

A secondary mission and purpose of the Department of Music shall be to serve both the university community and the Northwest Florida Region by providing quality concert series and musical productions.   These events provide cultural enrichment, which is intangible, and such service is in accord with the Mission Statement of The University of West Florida:



“Dedication to knowledge is the foundation of The University of West



Florida.  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 accomplishments, and



service.”   -University Mission, The University of West Florida

2003-2004 Catalog 

The Music Hall Artists Series, The UWF Symphonic Band, The UWF Jazz

Band, The UWF Jazz Combos, The UWF Singers, The UWF Madrigals, The

UWF Show Choir, The UWF Gospel Choir, The UWF Opera Workshop, and

The UWF Runge Strings, along with various Chamber Ensembles, are all tangible participants in this mission and purpose.  Finally, the Department of Music shall function professionally within the organized governance of The University of West Florida.  Service to the 
department, college, university, and expanded community are all 

Interrelated obligations, which facilitate growth and stability.  Party to this 

Professional obligation is the necessity and responsibility of all faculty within 

The Department of Music to maintain active participation, membership, and

leadership in the professional music organizations, which are specific 

to each specialty within the discipline of music, i.e., history, humanities, 

music education, theory, piano, organ, voice, brass, woodwind, percussion, 

strings, and choral.

III.
FACULTY GOVERNANCE:


A. Eligibility for participation in governance activities: All tenured faculty, faculty serving in tenure-earning lines, and visiting faculty on “hard” lines are eligible to participate in governance activities within the Department of Music.  The department reserves the right to allow adjunct faculty voting privileges when the subject in question is relevant to the teaching area of that particular faculty.


B. Eligibility for participation in faculty personnel decisions: All tenured faculty are eligible to participate in collaboration with the Chair in faculty personnel decisions within the Department of Music.  Final decisions regarding the hiring / dismissal of faculty personnel shall be the responsibility of the Chair and the Dean of the College of Arts and Sciences.

IV.
DEPARTMENTAL OFFICERS: The Chair of the Department of Music shall assume leadership of the department, being responsible to the Dean of the College of Arts and Sciences as well as to the faculty of the department.  The Chair shall be responsible for sharing any and all decisions made at levels other than the departmental level, which directly affect the department, its faculty, and its programs.

V.
DEPARTMENTAL MEETINGS:  The faculty and Chair shall meet regularly throughout each semester. Agendas, announcements, and orders of business shall be made in writing as deemed necessary by the Chair.  Voting procedures shall be as outlined in section III of this document.  Minutes shall be kept by the departmental secretary and distributed to all faculty, as well as being kept on file for future reference.  Parliamentary procedures shall be employed in all matters requiring an official tabulation of voting by faculty and shall be utilized at the discretion of the Chair.

VI.
COMMITTEES: Committees may be formed at the request and discretion of the Chair to study feasibility of certain projects, etc.  However, the responsibilities of 

such committees cease with the completion of the assigned study.

VII.
CRITERIA AND PROCEDURES:


A. Merit Pay (as defined by the UFF Agreement): Article 23.4 states: 

“The employees of each academic department or equivalent academic unit, and of administrative units within the library, shall develop and recommend written criteria and related evaluative procedures to be used by each university for the distribution of salary increase funds which shall be made available for the purpose of rewarding meritorious performance.1) Development or revision of merit criteria and related evaluative procedures shall be initiated by a secret ballot vote of a majority of at least a quorum of the employees eligible to participate in departmental / unit governance or of the employees in administrative units within the library, or upon initiation of the appropriate administrator.


2) The appropriate administrator shall discuss the procedures and the mission and goals of the departments / unit and the university with the department / unit employees who are to participate in the process.


3) Each department / unit shall recommend merit criteria and related evaluative procedures, or revisions thereof, by a secret ballot vote of a 
majority of at least a quorum of the employees eligible to participate in department / unit governance or of the employees in administrative units within the library.  These criteria shall be written standards of performance and shall be the sole basis upon which the administrators shall award merit salary increases.  The effective date of any revisions to criteria shall be determined in the same manner. 


4) Department / Units are encouraged to exchange and discuss details of their merit criteria and related evaluative procedures during the formulation process.

 
5) The proposed merit criteria and related evaluative procedures or 
revisions thereof, shall be reviewed by the university President or representative to insure that they meet the following conditions:

a. Compliance with the provisions of the UFF agreement, State, and 

Federal Law, and the Florida Administrative Code.  A copy of relevant portions of the State Law and the Code shall be provided to each department / unit at the outset of the process.  A copy of the UFF agreement shall also be available at the outset for reference by the department / unit.



b. Consistency with the mission and goals of the university, the college, and the department / unit.



c. Consistency with the department’s / unit’s annual evaluation process, which shall be based upon assigned duties which may differ among employees. If the university President or representative determines that the recommended criteria do not meet these conditions, the proposal shall be referred back to the department / unit within

one month of receipt for reconsideration, with a written statement of reasons for non-approval.  No merit salary increase funds shall be provided to a department / unit until

its criteria have been approved by the university President or representative.  Approved merit criteria and related evaluative procedures and 
revisions thereof, and any related recommendations shall be kept on file in the department / unit office, and at the college and university levels.  Additionally, employees in each department / unit shall be provided with a copy of that department’s / unit’s current merit criteria and related evaluative procedures.  The procedures, recommendations, and decisions made pursuant 

to Section 23.4 are not grievable.  Complaints regarding the review and approval of proposed merit criteria and related evaluative procedures under A., 1 and 5, above, may be filed by UFF with the President or representative within 30 days following the date on which UFF knew or reasonably should have known of the act or omission giving rise to the complaint. 
The President or representative shall seek in writing to the 
satisfactorily resolved by the procedure described herein.  UFF may file the complaint with the Board of Governors or representative.  Resolution shall be sought for the complaint

within 30 days of its filing.


B. Merit Pay Procedures:


Merit pay procedures begin with the writing of the assignment letter for the faculty member by the Chair in collaboration with the Dean and the faculty member at least six weeks prior to the beginning of the assignment.  Based on the annual assignment, the faculty member submits to the Chair documentation of achievements in the areas of teaching, creative activities, advising, and service. Student and peer evaluations may be solicited for review by the Chair.


The faculty member and Chair should discuss and review the submitted materials, after which, the Chair will write a letter of evaluation regarding the recommendation for merit pay, which shall be signed by the faculty member.  A rating of outstanding, excellent, good, satisfactory, or unsatisfactory will be given to each area evaluated by the Chair.  This evaluation will be forwarded to the Dean, who will then allocate merit 

pay in accordance with the UFF criteria stated above.


1, Examples of achievements in the areas of teaching, advising, 

service, and creative activities are included in the following:

a. Teaching and Advising:



1. Student course and instructor evaluations



2. Academic advising and counseling



3. Directed studies



4. Student teaching coordination (where applicable)



5. Quality of course syllabi



6. Quality and appropriateness of tests and examinations and



other classroom resources



7. Adherence to accepted standards of professional behavior in



dealing with students



8. Effective teaching compatible with student skills and course



objectives


b. Creative Activities:



1. Evaluation of performances / concerts by peers and other knowledgeable sources



2. Frequency of solo performances / concerts should be relative to teaching load (i.e., the more classes taught with significant numbers of students, the greater the responsibility to those classes)



3. Significance of repertoire performed (i.e., choices of music

will vary in relation to the type of audience required for the 
performance; music chosen should reflect the needs of the audience as well as the continued growth of the faculty member)

4. Because all faculty members in the Department of Music are expected 

to teach as well as perform, one area shall notoutweigh the other in the are of service to the University, except in cases where one area is of obvious lesser integrity, in which case, an evaluation of the faculty member’s area ofcontribution in total shall be reassessed.

c.. Service: University, Community, and Professional



1. Participation in departmental, college, and university committees

2. Participation in professional organizations


3. Participation in community organizations


4. Timely return of job-related reports, data, and other information requested by the department, college, or university



5. Respectable reputation in the above named venues

C.  Tenure criteria and review procedures:



1. UWF Guidelines for Tenure Recommendation: “The Dean shall provide to each Chair in the college a list of faculty members eligible for tenure.  The Chair shall, upon receipt of this  list, write a letter recommending tenure, deny, or defer, and a brief

rationale for that recommendation to the Dean for each eligible member of the faculty.  All full-time, tenured faculty in the department or unit shall complete a secret vote.  All faculty shall be requested by individual letter from the Chair to submit an evaluation

on tenure for each eligible faculty member within the appropriate unit. The evaluation, which must be signed, shall be submitted to the Chair. The Chair shall solicit at least three evaluation letters from knowledgeable peers.  Each faculty member eligible for tenure will be 
informed by the Chair in writing whether he or she will be recommended for tenure.  Other procedures for tenure recommendation follow those outlined in the Model for Annual Evaluation of Faculty.

The President shall recommend to the Board of Trustees on all tenure matters, taking into account the recommendations of all groups or individuals described in this statement. Evaluators, chairs, deans, and committee members shall keep all recommendations and committee deliberations in strict confidences. The President shall notify in writing each tenure-eligible faculty member of the final tenure decision in his / her case immediately following appropriate action by the Trustees.”


2. Tenure procedure agreement between the UFF and UWF are contained in the UFF Contract.

D. Promotion Criteria and Review Procedures:


1. Criteria and standards which apply to reappointment, tenure, and promotion decisions at The University of West Florida:  In addition to those criteria and standards stipulated in Florida statute, BOT rules, and the BOT - UFF Agreement, the following

standards apply to reappointment, tenure, and promotion at The University of West Florida:



a. Excellent teaching and promising signs of good scholarship justify a period of yearly appointment at the Assistant Professor level



b. Excellent teaching and significant evidence of scholarship, including a measure of tangible and public evidence, justify the decision to grant tenure.

c. A strong positive reputation within the university as a teacher and 

scholar justifies promotion to Associate Professor. Significant tangible and public scholarship usually signifies the potential for recognition outside the university.  Persons who develop the means of scholarship within the university are usually honored by this rank.



d. Very substantial tangible and public contributions to the profession measured by favorable acknowledgment in the discipline outside the university - and excellent teaching - justify promotion to the rank of Professor. 

2. Except in unusual circumstances, faculty members lacking an acceptable degree defined as the highest degree 
defined as the highest degree one can normally receive in a given field, may not be tenured, and may be appointed only at the rank of instructor or lecturer.  Each discipline is responsible for adhering to the said policy and informing the Dean and Provost / Vice-President for Academic Affairs of what is 

to be considered an acceptable degree as defined herein.  The letter of appointment and the promotion and / or tenure files shall include such a statement as approved by the Provost / Vice-President for Academic Affairs.


3. Doctoral candidates hired with the intention of obtaining a tenure-track position would hold the title of instructor until such time as a letter is received from there

degree-granting university stating that all criteria for the acceptable degree, as defined herein, has been satisfied. At that time, the title is automatically changed to that of

Assistant Professor.  This procedure, as well as any difference in salary arising as a result of an appointment to Assistant Professor should be clearly stated in the letter of appointment. 


4. Tenure and / or promotion shall not be awarded partly or solely for duties which were part of assigned administrative duties. NOTE:  The University of West Florida has used the following definition of “scholarship” in its annual evaluation process:


“Scholarship includes all varieties of research and artistic activity as


they are defined by academic disciplines.  Scholarship fields include


ideas, theories, products, criticism, techniques, date, and works of 

art. There is no limit to its forms.  Publications, performances, and 

exhibits are powerful but not exclusive ways to display the result of


scholarship - laboratories, research centers, libraries and collections,


analytical machinery, and so on - can be considered scholarship.


Whatever its forms, however, scholarship is evident, useful,


educative, and testable only when it has become tangible and public.”

5.  UWF Guidelines for Promotion and Tenure:  The faculty member, Dean, and Chair shall confer about the readiness of the faculty member as a candidate for promotion.  Upon the request 
of the faculty member, or upon agreement of the faculty member and the Dean and Chair, the process shall be initiated by submitting a

dossier by the faculty member for consideration for promotion.  The Chair shall write a letter to the Dean indicating recommendation for promotion along with a brief rationale for the decision.  In making such a recommendation, the Chair shall consider the faculty member’s contributions to the university in teaching, research (creative 

activities), advising, intramural and extramural service.


All full-time, tenured faculty in the department or unit shall be requested by individual letter from the Chair to submit an 
evaluation on promotion for each faculty member being considered within the department or unit.  The Chair shall solicit at least three additional evaluation letters for promotion candidates from knowledgeable peers.

Other procedures for promotion recommendation follow those outlined in the UWF Model for Annual Evaluation of Faculty. Evaluators, Chairs, Deans, and Committee Members shall keep all recommendations and committee deliberations in strict confidence. Promotion procedures from the agreement between the UFF and the BOT apply.

E. Addition Policies and Procedures:  

1. Annual Salary Increase Recommendations:  The Chair and Dean shall review together the annual evaluation of each faculty member. The recommendation shall be made by the Dean and the Chair concerning salary increase recommendations.  Recommendations are subject to UFF / BOT agreements regarding such matters.














2. Allocation of Summer Supplemental Lines:  The Provost determines the number of supplemental faculty lines available during the summer terms.  These are divided among the colleges of the university based upon FTE production.  The Dean request of each Department the number of supplemental lines desired for the

summer term.  Upon receiving that request, the Dean allocates faculty lines to the departments based on degree-plan needs and enrollment potential.  The needs of majors, minors, and service courses should dictate summer supplemental lines.


3. Allocation of Paid Overload Appointments: Overload teaching appointment exist only as student demand correlates with off-campus designated teaching areas.  In general, only service courses will be considered for overload teaching appointments and will be based on the needs of particular majors at pre-approved locations, or as the need arises at branch campuses.


4. Outside Requests for Use of Departmental Resources:  Policies in effect regarding the use of facilities housed within the Department of Music’s spaces (Music Hall and Rehearsal Hall) are still being formulated at the present time.


5. Requests for Release Time: Requests for release time in the areas of research, faculty development, curriculum development, and service activities should be submitted to the Dean at least two semesters prior to the planned activity.  It shall be at the discretion of the Dean and the Chair of  the 
department whether such release time should be granted.  UFF / BOT.  Agreements regarding this issue are in discussion at the present time.


6. Policies Regarding Office Hours: 
Each faculty member is required to post his / her schedule for each 
semester on the door of his / her office.  In addition, a copy of this

schedule for each semester must be given to the Departmental Secretary.  Students must readily see when faculty members are available and how to contact them should the need arise.


7. Procedures for Making Annual Work Assignments:  The Chair and Dean, together with input from the faculty of the department, shall assess the needs of the department, college, and university at least two months prior to the beginning of an

academic year or summer term.  Following this assessment, the Chair will prepare a letter stating the assignment for the academic year or summer term for each faculty member.  This letter shall be forwarded to the faculty member for approval and signature, then

forwarded to the Chair and Dean for approval and signature.  The original shall be kept on file in the Dean’s Office in the faculty member’s personnel file, and in the Department in the faculty member’s file.  A third copy will be given to the faculty member for

his /her files.


8. Mentoring of Tenure-Track Faculty:  New faculty in tenure-earning positions shall be mentored by the Dean and Chair.  Each shall have the responsibility of insuring that the mentored faculty are informed as to progress towards tenure. 
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