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Bylaws of the Faculty of the 
School of the Information Sciences 

University Of Tennessee 
Article I 
Name 
The name of this organization shall be the School of Information Sciences, University of Tennessee, Knoxville. 
Article II 
Purpose 
The purpose of this organization shall be to: 

Promote the mission, goals, and objectives of the School of Information Sciences as stated in the current Graduate Catalog of the University of Tennessee, Knoxville. 


Provide an operational framework for democratic and collegial interaction among the members of the Faculty to discuss and to determine academic and professional policies, standards, and procedures. 


Promote the mission of the University of Tennessee, which includes excellence in instruction, research, and public service. 


Further a commitment to diversity and equal opportunity for all since diversity and fairness are the foundation that unites the School’s faculty, staff, students, and the larger library and information science community.
Article III 
Membership 

Section 1.
Academic faculty are those full-time, tenure-leading and tenured members whose primary appointment, as determined by the Director at the time of the appointment, is to assume teaching and/or research responsibilities. Hereafter, they shall be referred to in the Bylaws as “the Faculty.” 


Section 2.
Privileges: All faculty members shall have the following privileges: 

a. Attending and participating in all faculty meetings 

b. Serving on committees as appointed 

c. Voting 

d. Acting as delegates or representatives of the School to other organizations, meetings, and conventions. 
Article IV 
Meetings 


Section 1. Regular meetings of the Faculty shall be called by the Director or the Director's designate and shall be held at least once each semester during the academic year. 


Section 2. Notice of all Faculty meetings should be given at least one week before the date of the meeting. Whenever possible, specific recommendations of any committee should also be distributed to the Faculty one week prior to the meeting at which they are to be considered. 


Section 3. Agenda items for the Faculty meetings must be presented in writing to the Director at least three (3) days before the date of the meeting. Items may be added after this date by a majority vote of the faculty. 


Section 4. Faculty meetings shall be conducted according to the rules contained in the current edition of Robert's Rules of Order. 


Section 5. The Director may call a special meeting of the Faculty whenever deemed necessary or in response to a written request of at least one-third of the membership. 


Section 6. Decisions by the Faculty shall be determined by a majority vote. 


Section 7. A simple majority of the faculty (but not including the Director) shall constitute a quorum. Absent faculty may vote by the means of written, signed statements given to the Director prior to the meeting except in personnel matters.


Section 8. Minutes of each faculty meeting shall be taken, approved by the Faculty, and preserved for future public access, with draft copies distributed for review to each Faculty and staff member. 

Article V 
School Committees 


Section 1. The standing committees shall be: 

A.
Curriculum: The Curriculum Committee reviews proposals for significantly revised courses (revisions include: number, title, catalog description, and content). Once approved, these courses go through a process that involves a vote of the SIS faculty and then vetting to the Curriculum Committee of the Graduate or Undergraduate Council as appropriate. 

B.
Student Affairs: The Student Affairs Committee reviews and recommends: admission policies and procedures, including student recruitment, retention and placement initiatives; financial aid policies/criteria; students for SIS awards; comprehensive examination policy and procedures; hears student appeals; and develops policies and procedures to improve the quality of SIS student life. 


C.
Faculty Affairs: 
The Faculty Affairs Committee reviews and recommends policies and procedures relating to workload equity, faculty evaluation, hiring and review of adjunct faculty, teaching issues (e.g.; team teaching, introducing new instructional technology), and faculty development/training needs and priorities. 

D.
Tenure and Promotion: 


Section 1. The Tenure and Promotion committee consists of tenured Faculty members. This committee is called by the Director to review and recommend on tenure and promotion as the need arises. 


Section 2. The Director shall appoint faculty and student members to the committees as appropriate. There will be student members of the Curriculum Committee, and the Student Affairs Committee. 

Section 3. The Director shall appoint the committee chairpersons. 


Section 4. With the exception of the Tenure and Promotion Committee, at the beginning of each academic year, the Director will insure that the committee chairperson of each committee has a written charge as a guide for committee activity. 


Section 5. With the exceptions of the Tenure and Promotion Committee, each committee shall meet at least once each semester during the academic year. 


Section 6. The Director shall serve as a non-voting, ex officio member of each committee. 


Section 7. AD HOC Committees may be established by the Director as appropriate. The Director shall provide the chairperson of each ad hoc committee with a written charge as a guide for committee activity. The charge and committee membership shall be shared with the Faculty. 

Article VI 
College and University Committees 


Faculty will participate in College and University committees according to the selection policy and procedure for those committees. In some cases, the Director will nominate individuals to serve in consultation with those individuals.
Article VII 
Records and Reports 


The recorder of each committee, standing and ad hoc, shall create two copies of the minutes of each meeting and two copies of each annual report. One copy, the official copy, will be kept by the SIS Communications Specialist, publicly available, and one copy will be presented to the Director. The official copy will be maintained permanently. The Comprehensive Examination Committee will provide a brief summary report each term in lieu of minutes. 
Article VIII 

Amendments 


The faculty shall have the power to make, amend, and repeal the Bylaws by a vote of two-thirds majority of those members present at any regular or special meeting, provided that the amendment has been submitted in writing to faculty members one week prior to the meeting. 

Article IX
Policies and Procedures

Section 1. The Faculty, with the approval of the Director, shall adopt such policies and procedures as are necessary to insure the well-being of the School. These policies shall be consistent with those adopted by the University of Tennessee, including the Faculty Handbook, and the College of Communication and Information. 
Section 2. As stated in the “School of Information Sciences, Criteria for CCI Work Load Expectations” (“Workload”) document, adopted by the SIS Faculty on December 3, 2007:  “All faculty members (tenure-leading and tenured) will negotiate workload expectations for the coming year and review attainment of expectations for the previous year with the School Director during their annual performance review.’” Further, “As information science is an interdisciplinary field, there needs to be flexibility according to the subject discipline of the faculty member.” Therefore, setting a single definition for each evaluative rating specified by the University (exceeds expectations, meets expectations, needs improvement, unsatisfactory) is inappropriate. The Workload document provides guidelines for acceptable levels of teaching, service, and research.

Section 3. Policies will be preserved in a policy archive maintained by the Communications Specialist. Each policy will include the date adopted by the Faculty, the date approved by the Director, and the date that the policy was implemented.

Section 4. All School policies dealing with Faculty personnel issues such as evaluation, workload, tenure and promotion will be attached to these by-laws. 

Notes

Originally adopted on February 12, 1986. Revised November 10, 1999. REVISED OCTOBER 20, 2006. REVISED February 24, 2010. 
 

University of Tennessee, Knoxville 
School of Information Sciences 
Annual Faculty Evaluation Policy
Adopted by the SIS Faculty on February 7, 2007
Revised January 27, 2010
PURPOSE: 
The School of Information Sciences achieves excellence through a development and evaluation process designed to ensure that each faculty member contributes to the School in a manner that best utilizes his or her skills, experiences, and knowledge. The School recognizes that individual contributions will vary from individual to individual and from time to time. The goal setting process is designed to ensure that the faculty member and the Director agree upon appropriate goals that will contribute to professional growth while enhancing the quality of the School's programs. These goals provide the major criteria used in evaluating the amount and the quality of                                                                                                           faculty effort. Each evaluation focuses on a particular set of skills, experiences, and knowledge and relates these to those norms appropriate for a particular professional or disciplinary area as well as the needs of the School. 
PROCESS 
Each faculty member will be evaluated annually. The evaluation does not stand alone, but is part of a continuing process. Both the setting of appropriate goals for faculty effort and the evaluation of that effort require continuing, effective communication between each member of the Faculty and the Director. 
THE CALENDAR 
The Director will manage the evaluation process to ensure compliance with deadlines. The time period being reviewed is the three previous academic years.
 Academic years run from August 1st through July 30th.  Thus, the 2010 annual review conducted in the fall will consider the academic year August 1, 2009 – July 31, 2010, the 2008-2009 academic year, and the 2007-2008 academic year.  
Fall Semester
Faculty Meeting Discussion 
Performance-and-planning evaluation will be on the agenda for the first Faculty meeting in September so that policies and procedures may be discussed and suggestions for improvement made. Special attention will be given to how to best characterize the unique contribution that an individual faculty member makes to the School. Due dates for contract renewals for tenure-leading faculty and final evaluations from the Director to the Dean for all faculty are set by the University. 
Annual Evaluation

The Director will inform the faculty members of the materials which should be prepared and submitted before the evaluation conference and the format which should be used for submission and the date due. Faculty members compile a summary of their instructional, research, and service activities for the previous academic year.
 In addition the previous two academic summaries will be considered in the three-year time period included for evaluation.  Activities are specifically compared to performance goals. In addition, faculty members must provide a listing of specific plans and goals for the upcoming year, as well as a current curriculum vitae. 
The School of Information Sciences represents several academic and professional areas. Each has its own norms for achievement. Thus, it is important that care be given in developing a process that encourages each faculty member to contribute to the School based on the particular skills, experiences, and knowledge that he has to offer. Evaluation considers these unique variables in a context that considers both the amount and the quality of effort. 
Faculty members meet with the Director to review the performance of the past three academic years and evaluate goals for the current academic year.
 The faculty member will provide the Director with evidence of success in meeting previously agreed upon goals in teaching, research or other creative activity, and public service. The result of the review, after appropriate reflection and seeking additional information as needed, will be a Faculty Annual Evaluation Report by the Director that summarizes the evaluation process, concluding with a summary rating. Included in the report will be a narrative describing and discussing the teaching, research, and service performance of the faculty member. This narrative also outlines objectives for the coming year. The Director should also indicate the likely impact of the evaluation upon future salary improvement. (As mandated by the Manual for Faculty Evaluation, each SIS faculty member will receive a summary rating of exceeds expectations, meets expectations, needs improvement, or unsatisfactory. Each of these ratings is with regard to the faculty member’s rank.) This report is then forwarded by the Director to the Dean of the College of Communication and Information.  
The School of Information Sciences considers a variety of relevant variables in evaluating teaching. These variables include the following (note that these are not ranked): the number of classes taught, the number of students taught, the number of separate preparations, the number of new preparations, the variety of teaching – learning methods used, the creation of instructional products, the number of students taught or supervised in independent study courses and the nature of those courses, the number of advisees and the effort given to advising, chairing or being a member of a thesis and/or dissertation committee, teaching distance education courses and preparing courses for distance education delivery, peer assessment, student course evaluation, and recognition including awards. The CCI and SIS Faculty Work Load policies state that the normal teaching load for research-active CCI faculty is two courses per semester. Good teaching is expected of all faculty in the School. Day-to-day academic advising is also expected of all faculty.
All faculty are required by the CCI Faculty Work Load Expectations policy to create two research/creative activity “units” each academic year. Research/creative activity units are defined in the SIS Faculty Work Load Policy. The School of Information Sciences considers a variety of relevant variables in evaluating research and creative activity, as stated in the SIS Faculty Work Load Policy. These variables include the following (not ranked): articles published in peer-reviewed periodicals, articles published elsewhere, reviews of books or other intellectual products, papers presented at professional meetings, such papers appearing in a conference proceeding, technical or research reports, chapters published in books, book-length or monographic publications, serving as a peer-reviewer or board member for a scholarly periodical, creating other sorts of intellectual property such as software, research proposals prepared and submitted, research proposals funded, grants of gifts received to conduct research, citations to published work, recognition, including awards, speeches at a professional meeting, speech at a non-professional meeting, and serving as a moderator or panel member at a professional meeting. 

The CCI Faculty Work Load Expectations policy requires faculty to spend between 10-20 percent of their time on Service to the School, College, University, and Profession. The School of Information Sciences considers a variety of relevant variables in evaluating service. These variables include the following (not ranked): serving as a chair of a SIS or CCI committee, serving as a member of a SIS or CCI committee, advisor for a SIS student group, SIS or CCI administrative assignments, serving as a chair of a UTK committee, serving as a member of a UTK committee, serving as a officer of a professional society, serving as chair of a professional association committee, serving as a member of a professional association committee, responsibility for an Internet discussion list, news group, or web page associated with a professional association or activity, continuing education activity via the School, College, or a professional association, recognition, including awards, and consulting on professional matters. It is understood that some professional association activity may involve substantial and intense effort for a period of a year or two. Such participation should bring visibility and recognition to both the faculty member and the School.
When the evaluation review is complete, the faculty member signs the Faculty Annual Evaluation Report to acknowledge that she has read the entire evaluation. Signing does not necessarily indicate agreement and the faculty member may submit an appropriate response within two weeks. The faculty member will receive a copy of the evaluation. The Director will forward the report, along with any response from the faculty member, to the Dean of the College. 
Faculty members who receive notice from the chief academic officer that they received ratings of “needs improvement” or “unsatisfactory” must develop a plan of improvement with appropriate dates to remedy all deficiencies, and submit the plan to the Director within 30 days. The faculty member must develop a written response for each area needing attention in the report, including goals and benchmarks for improvement and the resources, if any, to be allocated for this purpose. The faculty member will follow up on this plan at subsequent annual reviews. Faculty members who receive a rating of “unsatisfactory” must, in addition, provide monthly progress reports to the director.
The Director must approve the plan before forwarding it to the Dean for approval. The Director has primary responsibility for monitoring the progress of the faculty member.
Cumulative Performance Review 
Cumulative performance reviews for tenured faculty are triggered by the rating from the annual evaluation in the following circumstances:

1. A faculty member whose annual evaluation results in a rating of unsatisfactory in any two of five consecutive years;

2. A faculty member whose annual evaluation results in any combination of unsatisfactory or needs improvement ratings in any three of five consecutive years. 

The Director will notify in writing any faculty member who qualifies for a cumulative performance review under the conditions outlined above. This notification will be included on the Director’s narrative on the Faculty Annual Evaluation Report. A Cumulative Peer Review (CPR) Committee will be appointed by the college dean. The CPR Committee will make an evaluation of the faculty member’s performance and produce a CPR Report. Upon receiving the report, the faculty member reviews and signs it. The faculty member’s signature indicates that he or she has read the entire report, but the signature does not necessarily imply agreement with the findings. The faculty member may prepare a written response to the CPR Report within two weeks. This response shall be copied to the Director, the College Dean, the chief academic officer, and the CRP Committee. 

Based on the funds available, the Director decides which members of the Faculty have earned merit-based salary improvement and how much that salary improvement will be based on available funds and guidelines provided by the UT administration. A faculty member who receives a rating of unsatisfactory is ineligible for rewards.

CLASS SIZE POLICY
(Adopted March 12, 2008)

Submitted by the SIS Faculty Affairs Committee (Carol Tenopir, Chair; Suzie Allard; Peiling Wang; and Gretchen Whitney)

Preamble:

While class assignments are ultimately the prerogative of the Director, to ensure a positive, high quality learning experience for students and to maintain a manageable and equitable teaching load for SIS faculty, class size for required and elective courses should be managed.

Required Courses:

The size of required courses may vary with the size of the incoming fall masters’ class. In normal circumstances, the size of required courses should not exceed forty students. If more than forty students are enrolled in a required class, the director, in discussion with the faculty member, may implement one or more of several possible remedies:  have the instructor teach an additional section in lieu of another class, open an additional section with a different instructor, assign a doctoral GTA or other assistant, receive a course release in a future semester, and/or have the instructor teach a slightly larger class size. Although each required course has a full time faculty member coordinator and is normally taught by full time faculty, qualified adjuncts or doctoral GTAs may teach sections of a required course at the discretion of the Director.

Electives:
Elective courses should not exceed thirty students in normal circumstances. Class size limits should be set at thirty, with waiting lists. If there is a high demand for an elective course, the director, in discussion with the faculty member, may implement one of several possible remedies:  have the instructor teach an additional section in lieu of another class, open an additional section with a different instructor, assign a doctoral GTA or other assistant, receive a course release in a future semester, and/or have the instructor teach a slightly larger class size.  

In addition, the total number of students for any one faculty member each semester normally should not exceed sixty students (excluding directed readings, research participation, thesis, and dissertation students). If a faculty member has more than sixty students in one semester, the director may choose to assign a doctoral GTA or grading assistant or provide a course release in a future semester.

Annual Review of Faculty

School of Information Sciences

Revised January 27, 2010

Faculty Member:

Review Period:  Academic Year: ______________ (August 1 – July 31st) 
I. Teaching:  List below the courses you taught and their enrollments during Spring, Summer, and Fall of the review year, and the Overall Course SAIS score of each.  Note your level of satisfaction with the SAIS scores and discuss any important factors, such as class size, new course, or new approaches that may have affected the scores.  List all independent studies (591, 593, 594) you supervised.  List any thesis or dissertation committee membership and if you chaired the committee.

Spring

Summer

Fall

Independent Studies Supervised

Other Student Committees

Thesis Committees

Dissertation Committees

II. Research and Creative Activity:  List below your published works and presentations during the review period.  Separately list work that is finished and has been presented or published; work that is finished but pending presentation or publication; work that is finished yet awaiting acceptance for presentation or publication; work in progress.

III. Service:  List the service assignments you performed at the Department, College, University, regional, state, national, and international levels during the review period.

IV. Grants, Contracts, Awards:  List any grants or contracts you received during the review period.  List grant or contract proposals submitted during the review period.  List any awards for teaching, research or service during the review period. 

V.  Professional Development:  List personal and profession initiatives undertaken to improve your teaching, research, or service.

Goals:  List goals for teaching, research, and service, grant and contract work, and professional development for the next review period.

Director’s Summary Evaluation:
Date:___________________________________

Faculty Member:_________________________

Director:________________________________

Dean:___________________________________

Mentoring Policy

School of Information Sciences

1. Within two months of appointment, the Director, in consultation with the new faculty member, will appoint a mentor. Both the new faculty member and the mentor should feel comfortable with this appointment. If, for some reason, the relationship is not a comfortable one, either party may request a change. In general, the mentor shall be an advocate for the new faculty member. The Director is responsible for providing the new faculty member with appropriate opportunities for development as well as reasonable expectations about what will be required for a positive tenure and promotion decision. 

2. The Faculty Affairs Committee shall be charged with developing appropriate policies and procedures to insure that the mentoring process works well. The Director shall be responsible for working with individual mentors and mentees to insure that particular arrangements are effective. 

3. Initially, the new faculty member and the mentor shall prepare a five year planning document to insure that appropriate instructional, research, and public service goals are met before the tenure/promotion decision is made. The plan should be flexible enough to provide the new faculty member with opportunities for professional growth while remaining focused on particular goals. Ordinarily, this plan will be revised from time to time and revisions would be shared with the Mentor and the Director. 

4. At the end of the Fall and Spring terms, the mentee shall prepare a written report focusing on instructional, research, and public service goals for that academic year and progress made toward meeting those goals. Goals for the next academic year shall be revised before the end of the Spring term. The written report will be shared with the mentor who then will review it and make suggestions during a face-to-face meeting with the mentee. Ordinarily, the mentee would meet frequently with the mentor so that the mentoring process is a comfortable, regular part of academic life. It is also assumed that the mentee will contact other tenured faculty members as needed to answer particular queries and provide an additional opinion where that is needed. 

5. At the discretion of the mentee, course and teacher evaluations may be shared with the mentor so that he or she may comment on instructional effectiveness. If this is not done, and if the Director does not express concern about teaching effectiveness, the mentor will assume that this area is in good order. 

6. At the discretion of the mentee, and with the approval of the Director, the mentor may accompany the mentee to the annual performance evaluation. 

Peer Teaching Assessment Policy

Adopted by the SIS Faculty, January 24, 2006
Revised January 27, 2010
NOTE: This policy is based on the policies and procedures put forth in the UTK Manual for Faculty Evaluation 2009 (http://www.outreach.utk.edu/evaluation/). See especially, Best Practices for Assessment and Evaluation of Faculty Teaching" (pages 60-63.) 
Peer assessment provides faculty members with feedback from their peers that will assist them in identifying their strengths and areas for improvement in their teaching.  Peer assessment of teaching can foster constructive dialog about teaching that can benefit not only the faculty member under review, but the members of a peer assessment team.
 
This policy consists of two parts: Part A: Peer Teaching Assessment General Procedures and Part B: Peer Teaching Assessment Criteria. 
Part A: Peer Teaching Assessment General Procedures 

1) Peer Teaching Assessment helps faculty members identify strengths and areas that need improvement in teaching. As stated in the UTK Manual Best Practices statement, "an assessment should not include a performance rating." It provides feedback on teaching to the faculty member and to the Director, and is only one factor that the Director considers when making a faculty performance rating. 

2) Peer Teaching Assessment is required of SIS faculty on the following schedule (beginning when this Policy revision is approved): 1) probationary faculty (tenure-track faculty) are assessed every two years; 2) tenured faculty are assessed in the year before they apply for promotion or, in those cases in which a tenured faculty member is to undergo a cumulative performance review, the faculty member is to be assessed as soon as possible after the review is requested by the Provost.

3) The SIS Director is responsible for setting a calendar for Peer Teaching Assessment; establishing the Assessment Committees (in conjunction with the faculty to be assessed); and receives a copy of the Committee's report. As stated in the UTK Manual, the Director considers the Peer Teaching Assessments as one input factor in deciding on a performance rating for teaching. The other two factors are a yearly self-assessment of teaching and required student evaluations for each course taught. 

4) Peer Assessment Committees should be appointed in a timely manner so the members will have at least a month to review course materials and arrange for class visits with an additional month to complete their report. As outlined in the UTK Manual Best Practices statement, each Committee consists of three members: one selected by the faculty member; one selected by the Director; and one agreed on by both the faculty member and the Director. Two of these members are from the SIS faculty and one is from outside the School. A probationary faculty member's mentor is not eligible to be on the mentee's committee. 

5) The Committees will use the UTK Manual Part B: Peer Assessment Criteria as a guide to the Assessment Process. They review the course syllabi of the courses for which the faculty member is responsible and other course materials they wish to examine. They will arrange for at least one class visit for each course taught the semester under review (virtual for DE courses, in person for on-campus courses) at a mutually agreed upon time by the committee, the director, and the faculty member. Committee members may talk with the faculty member about the process and ask any questions they may have, but are not to talk with students or others about the specific assessment. 

6) Within two months of beginning the assessment process, the Committee submits a report to the faculty member and the Director. This is not to include a rating or comparison with other faculty members. The report includes: 1) which materials were reviewed and when the class was visited; 2) a paragraph or more devoted to each of the main areas listed in the Criteria; 3) a summary assessment of the major strengths and areas needed for improvement; 4) The faculty member may respond in writing to the report. 
Part B: Peer Teaching Assessment Criteria

NOTE: The four areas on which the assessment team should offer feedback are taken from the UTK Manual Best Practices statement: four areas on which the assessment team should offer feedback. The report should summarize strengths and areas for improvement in each of the four, after reviewing the course syllabus, other applicable course materials, and visiting the virtual or on-campus classroom at least once. 
Criterion One: Content 
1.1  The content is appropriate in relation to the course description. 

1.2  Content is logically organized. 

1.3  The course has appropriate and attainable objectives, which are clearly stated in the syllabus. 

1.4  Learning activities, including reading and use of WWW resources, are appropriate and readily available to students 

1.5  Content reflects current knowledge and understanding of major issues and concerns 
Criterion Two: Grading/Evaluation/Assessment System 

2.1  Assignments are appropriate for the content and provide good opportunities for students to demonstrate knowing, understanding, and competence in performing professional tasks. Assignments are reasonable given the time available. 

2.2  The course requirements are clearly stated, including assignments, expectations/requirements, grading scheme, and course calendar/due dates. 

2.3  The evaluation/assessment tools (assignments) are consistent with course content and student skills development 

2.4  Assignments are clearly presented and are appropriate for the content of the course 

Criterion Three: Teaching Methods 

3.1  The instructional methods are appropriate to the course content and stated objectives 

3.2  Learning resources (including reading lists, web sites, etc.) are appropriate to the content and objectives 

3.3  The instructor uses class time well. 

3.4  The instructor communicates effectively with students in the class, chat rooms, or in the course materials. 

3.5  The instructor appears knowledgeable about the subject area and is confident in presentation. 

Criterion Four: Innovation in Teaching 

4.1  Instructional technology is appropriately used. 

4.2  The instructor is willing to try new methods. 
4.3  The instructor uses an appropriate variety of teaching methods and innovations.

School of Information Sciences

Criteria for CCI Work Load Expectations

December 3, 2007

The College of Communication and Information Work Load Expectations policy, adopted by the faculty on November 10, 2006, states: “Criteria for what constitutes ‘day-to-day advising,’ a ‘unit’ of research/creative activity, and ‘service’ will be developed and approved by each school.” This policy defines those criteria for the School of Information Sciences. 

Faculty members are encouraged to also consult the UTK Manual for Faculty Evaluation and UTK Faculty Handbook for guidelines for promotion, tenure, and evaluation.

Tenure-leading faculty members should discuss annual workload expectations with their mentor before meeting with the School Director. All faculty members (tenure-leading and tenured) will negotiate workload expectations for the coming year and review attainment of expectations for the previous year with the School Director during their annual performance review.

Teaching and “Day-to-Day” (Academic) Advising for SIS Faculty:

For advising purposes, SIS students are distributed proportionately among the faculty by administrative staff, who strive to match specialization and interests of students with those of faculty members. SIS faculty routinely advise graduate students in person, via the telephone, and/or electronically in a timely manner. 

Between 50-75 percent of SIS master’s degree students are part-time students, either on-campus or in distance education, necessitating a substantial number of evening classes. SIS faculty teach in both distance and on-campus modes. Normally, one class per semester will be taught on weekday evenings (Monday-Thursday) as part of the regular workload. Faculty may choose to offer courses on Friday evenings or Saturdays (with the permission of the Director.) [Addendum to the SIS Faculty Workload Policy passed by faculty vote on March 2, 2005.] Faculty members who have served as the chair of six completed dissertation and/or thesis committees will receive a 1-course release as negotiated with the Director.

Service:
Faculty service is integral to the School’s efforts to be recognized as a program of excellence internationally, nationally, and regionally.

Service on School, College, and/or University committees, including ad hoc and standing committees, is required of all faculty. In addition, faculty are expected to serve in various roles, such as: leadership in professional organizations or publications, engaging in community and academic outreach, and participating in faculty governance. Service participation may be in person and/or electronic, depending on the requirements of service.

Research/Creative Units: 

Two research/creative units (outputs) per year per faculty member are required by the CCI Work Load expectations. As information science is an interdisciplinary field, there needs to be flexibility according to the subject discipline of the faculty member. SIS faculty are expected to complete the equivalent of two research publications per year. This might include peer reviewed journal articles, peer reviewed conference proceedings papers, peer reviewed and/or invited book chapters, proposals for externally funded major grants, textbooks or research monographs (a single monograph would be equivalent to multiple articles), technical reports, other articles, or creative activities. More than 50% of the research efforts for tenure-leading faculty over the course of their probationary period should be peer reviewed journal articles, scholarly monographs, or significant creative activities such as major exhibitions, as appropriate for their subject discipline. Scholarly publications should include a mix of single authored and co-authored works as appropriate. Collectively, research/creative outputs should show evidence of a well thought-out research agenda.

Specific expectations are discussed with the Director and agreed upon yearly. These may vary with the research focus of each individual. Guidelines for the relative importance of specific types of research/creative activities are given below. The examples are illustrative and are not meant to be complete or exclusionary. These may vary with individual effort, in consultation with mentor, and will be negotiated individually with the Director. 

Examples of Research/creative activity

Priority: A (each output will typically be worth one research/creative unit)





   
· Peer reviewed journal articles 

· Peer reviewed conference proceedings papers (in major national or international conferences)

· Funded peer reviewed research proposal from an external agency

· Peer reviewed book chapters (depending on research focus and level of contribution)

· Research monograph (author or editor with significant writing contribution; this item typically be worth more than one research/creative unit)

· Major creative activity (including significant new technological outputs, inventions or peer reviewed exhibitions)







Priority: B (each output will typically be worth slightly less than one research/creative unit)
· Peer reviewed conference proceedings papers (in less major national or international conferences)

· Textbooks

· Editor of a collected work (without significant writing contribution)

· Research articles in trade journals 

· Lengthy and/or research-related technical reports (depending on length & level of effort)

· Unfunded research proposal from an external agency 

· Creative activity (including invited exhibitions)

Priority: C (each output will typically be worth much less than one research/creative unit)


      

· Columns or editorials

· Research proposals (funded or unfunded) from internal sources

· Presentation of a paper at national or international conference

· Participation in a research panel at a national or international conference

· Short technical reports

· Participation in a research panel at a national or international conference

· Presentation of a paper at a regional or local conference

· Creative activity (minor exhibitions or contributions at a regional or local level)

Approved by the College Faculty Affairs Committee, November 2007
Tenure Policy

School of Information Sciences

Approved on 8 November 2000

Revised January 27, 2010

Purpose 

The success of the School of Information Sciences is heavily dependent upon the quality of its Faculty. Excellence in teaching, research, and public service requires outstanding faculty. Attracting, promoting, and retaining excellent faculty require considerable, continuing effort. We believe that the key to this effort is a sustained emphasis upon professional and personal growth. From the beginning of their association with the School, all faculty participate in development initiatives designed to insure continuous success in the classroom, in the laboratory, and when representing the School and the University in the field. 

Background 

The School of Information Sciences has adopted a Mentoring Policy for Tenure Leading Faculty (see Attachment One) and an Evaluation Policy for both tenure leading and tenured faculty (see Attachment Two). The Policies Governing Academic Freedom, Responsibility, and Tenure approved by the University of Tennessee Board of Trustees on 18 June 1998 require an annual review and a cumulative performance review every five years for tenured faculty members. The School of Information Sciences Evaluation policy requires an annual review for both tenure-leading and tenured faculty. Although written from somewhat different perspectives, these two SIS policies are designed to insure that tenure leading faculty receive thoughtful support in developing appropriate professional goals and regular, systematic evaluation in their progress in attaining these goals. 

The SIS Tenure Policy complements the University of Tennessee policies and is designed to be used in conjunction with them. The University of Tennessee, Knoxville has published a Handbook for Promotion & Tenure that clearly delineates the policies and procedures affecting tenure and promotion decisions. A supplement to the Handbook, Master Check List of Tenure Review Items, is particularly important. All tenure-leading faculty as well as the tenured faculty who will be involved in tenure and promotion decisions should be familiar with these essential documents. It is important to note that the University's current tenure and promotion policies do not always appear in print. The Tenure and Promotion Workshops held by the Office of the Provost each term provide the most current information. 

Criteria 

Tenure leading faculty are reminded that professional excellence requires good, solid teaching, working enthusiastically with students, trying new methods of pedagogy, and contributing to the development of the SIS curriculum. The University Tenure Policy states: “If a faculty member's teaching is not acceptable, the research record is of no consequence.” In the School of Information Sciences, teaching must be outstanding, very good, or good. 

Tenure leading faculty are reminded that professional excellence requires a record of accomplishment in scholarly work, normed to the standards of the appropriate information science discipline or profession. As Information Sciences is a multidisciplinary field, so setting a single specific quantitative guideline is inappropriate. As a general rule, as stated in the SIS Workload Policy, tenure-leading faculty should strive toward an average of two publications per year. 

Tenure leading faculty are encouraged to delay substantial involvement in public service initiatives until after the tenure/promotion decision. However, faculty members of a professional school have some obligation to provide leadership and service to the profession at local, state, regional, and national levels. In some situations, public service may well advance a career and add to the reputation of the School and the University. 

The specific weight given to teaching, research and service efforts will vary somewhat according to the needs of the School and those of the faculty member. However, successful teaching and advising remains a precondition for tenure/promotion success. 

Recruitment 

Candidates for tenure-track positions in the School of Information Sciences will be given copies of the current edition of Policies Governing Academic Freedom, Responsibility, and Tenure as well as the School of Information Sciences Tenure Policy. As part of the interview process, the Director of the School will specifically ask candidates if they have any questions or concerns about the tenure process. Candidates should have a realistic understanding and expectations about the tenure process within the School and at the University. In particular, candidates should understand that consideration for tenure and promotion will be based upon the date specified in the letter of appointment. Tenure and promotion consideration at an earlier date requires permission from the Office of the Provost and that is given only in truly extraordinary situations. According to the Office of the Provost [Fall, 2000], a tenure-leading faculty member who is considered early and not approved will not be given another opportunity. 

First Semester at UT 

As part of the orientation and planning process, the Director will insure that the new faculty member has current copies of University and School tenure policies with some emphasis on the Handbook for Promotion & Tenure. Each tenure-leading faculty member will be given a copy of the Handbook. In addition, the faculty member will be strongly encouraged to attend the Tenure and Promotion Workshop provided by the Office of the Provost. Finally, the Director will insure that each new faculty member understands the specific length of the probationary period based upon the date in the letter of appointment and general expectations regarding the balance between research, teaching, and service appropriate for his or her situation. The Director will also discuss the importance of collegiality and good citizenship in the tenure decision. 

The Director will provide the new faculty member with a copy of the Mentoring Policy and the Faculty Evaluation policies with brief explanations of how they work. 

Faculty members who begin with the fall semester will be reviewed for the first time the following fall semester based on the first full academic year.  Faculty members who begin with the spring semester will be reviewed in the following fall based upon the partial academic year.
University of Tennessee, Knoxville requires that tenure-leading faculty create, in consultation with the Director, a Statement of Responsibility. Since the annual review process in the School is based upon goals and objectives established in a similar process, the tenure leading faculty member may use those as the basis for the Statement of Responsibility discussed as part of the annual performance review. The Statement clearly defines the responsibilities of the faculty member in teaching, research, and public service. These responsibilities should be specifically linked to the criteria used in annual and tenure reviews. 

Second Semester at UT 

At the beginning of the second semester, the Director will meet with the new faculty member and they will make the arrangements necessary to implement the mentoring process. Mentoring will continue until the faculty member receives a positive tenure/promotion decision or leaves the University. (See Mentoring Policy, Attachment 1) 

Annual Review 

In the School of Information Sciences, all faculty members participate in the annual review process.  Each faculty member will be evaluated annually on his or her teaching, research, and service during the previous three academic years.
  The annual review process should also insure, especially when combined with the mentoring program, that appropriate goals are selected and that reasonable progress is made in meeting those goals. Goals and objectives are reflected in the Statement of Responsibilities created as part of the review process. (See Faculty Performance Review Policy, Attachment 2) 

4th year of the Probationary Period

No later than the 4th year
of the probationary period, the tenure-leading faculty member will meet with the Director to insure that Faculty input on instructional effectiveness will be gathered and shared with the faculty member in an equitable and timely manner. Upon the request of the faculty member, one or more of the faculty who evaluated instructional effectiveness may be present to answer queries about the evaluation process or findings. The faculty member may wish to include this input in the dossier prepared for tenure consideration. 

Year before Tenure Review 

The dossier of the faculty member being reviewed for tenure will include “Faculty input concerning the evaluation of teaching effectiveness, including any statements from colleagues who have visited the candidate's classroom and evaluated his/her teaching, or who are in good position to evaluate fairly and effectively clinical or field assignments or advising.” The Director and the faculty member will discuss and develop a plan to insure that appropriate faculty input is available to include in the dossier when it needs to go forward. Upon the request of the faculty member, one or more of the faculty who evaluated teaching effectiveness may be present to answer queries about the evaluation process or findings. This faculty input is separate from that mentioned in the preceding paragraph and will be included in the dossier. 

Besides the Faculty input mentioned above, the dossier will also include evidence of teaching effectiveness as provided in the course and teacher evaluations used during the Fall and Spring semesters in each academic year. 

Notice of Non-renewal 

All of those involved in the tenure process--the tenure-leading faculty member, mentors and other tenured faculty, and the Director--need to be familiar with the dates required for notice of non-renewal. These are (1) no later than 1 March during the first year of the probationary period (2) no later than 15 December during the second year of the probationary period and (3) at least 12 months notice during the third and following years. 

School of Information Sciences Review Process 

The candidate will prepare a dossier according to the specifications found in the most recent edition of the UT Handbook for Promotion & Tenure supplemented by information gained at a current Tenure and Promotion Workshop. Since the School Promotion and Tenure Committee must review the dossier in January, it should be complete no later than the last day of November. The candidate must also create a current curriculum vitae, a one page responsibility statement summarizing career path, accomplishments, and goals as these relate to the mission, goals, and objectives of the School. 

Relevant materials from the period before the faculty member began employment at the University of Tennessee will be included in tenure consideration and will need to be made available to the Tenure Committee. 

In consultation with the Director, the candidate will select publications or other original creative work to be sent to external evaluators. The Director will select the external evaluators from a list based on nominations prepared by the Candidate, the Director, and members of the School Promotion & Tenure Committee. Details on the external review process are found in the Handbook for Promotion & Tenure. Preparing materials for tenure consideration should begin when the fall semester starts. 

The Director will notify the Chair of the Faculty Affairs Committee in November when a faculty member is to undergo final review for tenure. This is to insure that all necessary arrangements may be made for a School Promotion & Tenure Committee meeting in January when the spring semester begins. In the School of Information Sciences, the School Promotion & Tenure Committee consists of all tenured faculty except the Director. The Director will not be present at the meeting since the purpose of the Committee meeting is for the faculty present to provide the Director with a recommendation. The Chair of the Faculty Affairs Committee will select a date for the Committee to meet and notify the Committee members of the arrangements. 

When the Chair of the Faculty Affairs Committee is the mentor of the faculty member being considered for tenure, a senior member of the Tenure Committee will chair the meeting where tenure for that individual is being considered. 

The Director will provide members of the Committee with access to the Dossier, and other supporting materials as needed, prepared by the candidate at least two weeks before the Committee meeting. Each Committee member will carefully review the Dossier and other supporting materials before the meeting. 

Every effort should be made to hold meetings at a time when all members may attend. Members should make every effort to attend the tenure determination meeting. If an emergency prevents faculty members from attending, they may submit their signed vote to the Committee Chair within 48 hours of the meeting. 

The Chair of the Faculty Affairs Committee or a senior member of the Committee will chair the meeting. He or she will also be responsible for taking notes that characterize the strengths and weaknesses of the candidate as reflected in the discussion. Remarks will not be attributed to any individual. After a reasonable opportunity for discussion, all of those present will vote by a signed secret written ballot. The ballots will be counted by the Chair who will then announce the number of votes in support of tenure and those against. 

If the Tenure Committee member who chairs this meeting voted with the majority, she or he will create the majority report in consultation with others who shared this view. If the Chair of the Tenure Committee voted with those dissenting, he or she will prepare the dissenting statement if those dissenting wish to file a report. In this case, one of the faculty who voted with the majority will be asked to prepare the majority report. The majority report will begin with a recommendation, the number of votes in favor of tenure and against, and then provide supporting rationale statements for that recommendation. In the case of a tie vote, two reports will be prepared. 

The Director will review appropriate materials, including the reports mentioned above, and prepare a recommendation for the Vice Chancellor for Academic Affairs. 

The Vice Chancellor for Academic affairs will normally review the Director's recommendation in March or April. A recommendation will then go to the Chancellor for May consideration. Final action will be taken by the President and the Board of Trustees in May or June. 

As University and campus policy allows, the candidate will be promptly informed of decisions made concerning the request for tenure. 

School of Information Sciences Travel Policy

Faculty Affairs Committee

Adopted September 27, 2005 

Revised March 12, 2008
Revised January 27, 2010

Contributing to the scholarly activities in Library and Information Sciences is an important professional activity. Professional involvement by faculty is important to the School of Information Sciences (SIS). Attendance to and participation in professional meetings is recognized as beneficial to a faculty member, to SIS, to the College of Communication and Information, and to the University as a whole. Recognition and visibility are substantially enhanced when members of our faculty play a prominent role at national and international meetings. The SIS faculty seeks to contribute to developments that will advance our discipline and our ability to support the teaching and research goals of the University of Tennessee. SIS is committed to supporting attendance and participation in professional activities to the extent possible, in an effort to support professional growth and development of the faculty. This assistance is given through financial support of travel. 

GUIDELINES 

Professional travel is defined as attendance at or participation in professional workshops, institutes, conferences, seminars, and other specialized meetings conducted on a local, state, regional, national or international level. 

Funds allocated annually to the travel budget will be used to provide financial support for such professional activities. Each faculty member will be eligible for funding to attend or participate in professional travel as funds will allow and provided the participation meets established criteria. The total amount of money available for travel in any given year will determine the approval of travel requests or the amount allowed for each request. Depending upon funding availability, it may be necessary for faculty to share costs. Funding is contingent upon overall funding levels and will be awarded at the discretion of the Director. Faculty should make every effort to secure low cost expenses wherever possible including airfare for coach class. First class and business class tickets will only be reimbursed at the economy class rate as per university policy.  For further information, please see the Board of Trustees Policy Statement on Travel.

The travel policy should be reviewed by the SIS Faculty Affairs Committee on a periodic basis and recommended revisions should be submitted to the faculty as a whole for approval. The travel policy adheres to all University of Tennessee Travel Policy guidelines. 

CATEGORIES OF TRAVEL 
Non-Administrative Travel 

This is the type of travel that is most common among members of the faculty. It includes:

1. Conference participation: Defined as travel undertaken to present a paper or poster session, participate in a panel discussion, chair or moderate a session, serve as elected/appointed officer or committee member (or otherwise engaged in organizational activities) of a professional or scholarly organization. The following reasons for participation will normally be supported, as funds permit:
a. Paper presentation

b. Panel discussion

c. Session chair/Moderator

d. Elected/appointed Officer

e. Committee member

2. Conference attendance: Defined as travel to a professional conference or meeting undertaken to broaden a faculty member's perspective, to keep current in their field and in the profession as a whole, and to become involved in professional activities. Funded only as funds remain from travel category 1 above. 

3. Professional development: Defined as travel to participate in workshops, institutes, seminars, etc. in order to promote, improve or enhance job-related skills. Funded only as funds remain from travel category 1 above.

Administrative Travel: 

Administrative travel is defined as travel initiated by the SIS or college Administration for the purposes of conducting general SIS business and approved by the SIS Director or official university travel as defined by the University of Tennessee System Travel Policy Fiscal.
  Funding for such activities is outside this Policy. Up to full reimbursement of University-allowed expenses is given. This category includes: 

1. Attendance at meetings where an individual has been designated to officially represent SIS

2. Contacting outside funding agencies or meeting with prospective donors 

3. Site visits (e.g., COA)

4. Recruitment of faculty, staff, and students

5. Other official SIS business 

Guidelines to Exceptions to Norms for Work Load Expectations

(Replaces “Release Time Policy”)

School of Information Sciences

Draft submitted to faculty: December 13, 2006; revisions submitted January 9, 2007

Adopted: January 10, 2007

This document covers guidelines for faculty members who wish to negotiate an exception to the College of Communication and Information Work Load Expectations and SIS Criteria for Work Load Expectations. 

Faculty members might negotiate an exception to the work load norms for several purposes. Personal necessity or illness are not included here because they are covered in the Faculty Handbook. Reasons for a temporary exception to work load norms include: 

(1) Significant administrative responsibilities, not otherwise compensated 

(2) Elected president of a major professional association or serving as the editor a major professional periodical 

(3) Development of a new method of instruction or instructional delivery that will benefit the School and other faculty 

(4) Participation in a funded research project where funds are available for hiring adjuncts or serving as principal investigator on a major research grant

(5) Semester banking or research leave as described in chapter 6 of the Faculty Handbook   

(6) Professional development needs and opportunities, especially when the faculty member has been asked to undertake notable new responsibilities. 

(7) After supervising ten courses of 500, 600, 591, and/or 594.

Requests for exceptions should identify which of these reasons apply and provide a persuasive rationale to support the request. This written document should be given to the Director in advance of the academic year. 

The Director will normally consider the following when making a release time decision: 

(1) Professional development or the degree to which the alternate activity will make the faculty member more valuable to the School by adding needed skills and experiences 

(2) Ability to provide students with access to needed courses or the degree to which others may prepare and offer needed courses as well as a clear indication that failure to provide a course at a particular time would not be harmful to SIS students 

(3) Deliverable product or the degree to which the faculty member is likely to complete the alternative work in a timely manner and as promised 

(4) Financial resources or the degree to which resources are available to support the intended activity and to hire a replacement teacher if that is required, and 

(5) Visibility of the School or the degree to which the proposed activity will enhance the visibility and the reputation of the School. 

The Director will meet with the requesting faculty member to discuss the issues involved and will later provide a written response. 

� Manual for Faculty Evaluation Page 9 Paragraph 3 “Each faculty member at the University of Tennessee, Knoxville and the University of Tennessee Space Institute is evaluated annually on his or her performance during the previous three academic years.”


� Faculty Evaluation calendar provost.utk.edu/tenure/facevalcal.shtml “All tenured faculty members will receive an annual evaluation each academic year.”


� Faculty Evaluation calendar provost.utk.edu/tenure/facevalcal.shtml “All tenured faculty members will receive an annual evaluation each academic year.”


Manual for Faculty Evaluation Page 9 Paragraph 3 “Each faculty member at the University of Tennessee, Knoxville and the University of Tennessee Space Institute is evaluated annually on his or her performance during the previous three academic years.”


� Pg. 62 Manual for Faculty Evaluation


� Manual for Faculty Evaluation Page 9 Paragraph 3 “Each faculty member at the University of Tennessee, Knoxville and the University of Tennessee Space Institute is evaluated annually on his or her performance during the previous three academic years.”


� Manual for Faculty Evaluation Page 3 “Each tenure-track faculty member with a probationary period of four or more years shall undergo an enhanced retention review in the academic year following the midpoint in his or her probationary period (typically, the faculty member’s fourth year of employment)”


� Manual for Faculty Evaluation Page 3 “Each tenure-track faculty member with a probationary period of four or more years shall undergo an enhanced retention review in the academic year following the midpoint in his or her probationary period (typically, the faculty member’s fourth year of employment)”


� treasurer.tennessee.edu/travel/bot-travel-statement-oct2009.pdf


�  https://my.tennessee.edu/portal/page?_pageid=34,140536&_dad=portal&_schema=PORTAL&p_policy=FI0705#1
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