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  4.  A faculty member shall be committed to collegiality and academic 
 citizenship. “Collegiality and academic citizenship” refer to the role and 
 responsibility of faculty in shared decision making through open and fair 
 processes devised to provide timely advice and recommendations on 
 matters that relate to curriculum,academic personnel, and the educational 
 functions of the institution. The demonstration of high standards of humane, 
 ethical, and professional behavior is fundamental to collegiality and academic 
 citizenship. These concepts include mutual respect for similarities and 
 differences among participants on the basis of background, expertise, opinions, 
 and assigned responsibilities.  
 
 Collegiality does not imply agreement; vibrant university communities must 
 include the capacity for respectful disagreement among faculty members and 
 administrators.   
 

5. A faculty member shall share the responsibility of university, college, 
 and/or department governance.  Faculty members must make themselves 
 available to participate in the work of the department, of assigned 
 committees, or of college and university processes in which faculty play  an 
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"$#! Policies and Procedures  
  
A.! All faculty, tenured and tenure-track, are responsible for creating a 
portfolio of effective teaching, advising, research/creative/professional work, 
and service to be submitted to the chair by the third Friday in June.  Evaluation 
portfolios will be made available to committee members during normal working 
hours.  Evaluation portfolios shall be organized, indexed, and placed in a three-
ring binder (or submitted as an electronic portfolio).   Binders should not be 
taken from the TU campus, nor should individual faculty members borrow them 
overnight. 
 
B.! Materials needed for faculty review process:  
 

1. Annual review of all tenured faculty must include the following 
documents:  

a. Completed and signed AR (Annual Report, Parts I & II) or CAR 
(Chairperson's Annual Report I & II) forms;  

 b. Current curriculum vitae;  
 c. Syllabi of courses taught during the year under review;  
 d. Evaluation, as appropriate, of teaching and advising, including a 

  complete printout of student evaluations for every course taught 
  in the previous academic year (fall, spring, mini, summer) plus a 
  summary of the evaluation results.  

 e. Grade distribution results for all courses taught.   
 f. Documentation of scholarship and service.   More information is 

  available in Section I.B. of the ART document.  
 g. A narrative statement in which the faculty member describes 
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 c. Student and peer/chairperson evaluations of teaching and 
  advising for the previous two (2) years and the fall semester of the 
  current year  

  
 4. Portfolio materials for full review of faculty for promotion and/or  
 tenure must include the following documents:  all materials listed above 

  in B.1 and B.2 from the faculty member’s date of hire or last promotion.  
  

 5.  Evaluation portfolio materials for five-year comprehensive post-tenure 
  review of all tenured faculty must include the following documents:  

 a. All materials listed above in B.1 for all five (5) years;  
 b. Peer evaluations of teaching at least for the prior academic 

  year; and   
 c. A reflective comprehensive summary written by the faculty 

  member being evaluated, analyzing the preceding five (5) years of 
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committee and the dean of the college for approval by the first Friday in 
December.   

  
  4. Following approval by the college PTRM committee and the dean, the  
  department PTRM document should be delivered by the dean to the  
  chairperson of the university PTRM committee by the second Friday in February.    
  
  5. The department PTRM committee shall formally respond to changes and/or 
  recommendations resulting from the review by the university PTRM committee 
  and submit a revised copy to the college PTRM committee and the dean of the 
  college for approval prior to the due date specified by the university PTRM 
  committee.   
  
  6. The chairperson of each department is responsible for assuring that the 
  approved departmental PTRM documents are posted on the Towson University 
  website.  
  
  7. The department shall review its PTRM document every three years, at a 
  minimum, and submit evidence of such review to the dean of the College and 
  the University PTRM committee.    
 
  8. All policies at the department/program level shall remain in effect until 
  changed according to the procedures described herein.  Faculty members shall 
  be ev
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tenure or promotion.  To qualify for merit, faculty members shall demonstrate 
achievement in teaching, scholarship, and service consistent with their AR Part II or CAR 
Part II.    
  

A.! The University currently specifies a three category merit policy:   Not 
Meritorious, Satisfactory (Base Merit), and Excellent  (Base Merit + 1 
Performance Merit).  
  

B.! Basic criteria for Merit are as follows:  
  

2.! Not Meritorious
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C.! EMF values the unique attributes each faculty member brings to the department 
and recognizes that a healthy and vibrant academic program relies on faculty 
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$"#! Departmental Standards and Expectations for Teaching and Advising   
                                      

A. Teaching – takes a variety of forms, including the use of technology, 
development of new courses and programs (including those involving 
collaborative or interdisciplinary work and civic engagement), faculty 
exchanges and teaching abroad, off-site learning, supervision of 
undergraduate and graduate research and thesis preparation, emphasis on 
pedagogy, including the various learning outcomes defined in a specific 
curriculum, and other aspects of learning and its assessment.  It also includes 
advising responsibilities.  See Appendix A for specific details on Teaching 
Evaluations.    
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5#! These additional criteria for Excellent Teaching are not required of 
every faculty member, but they do enhance a teaching portfolio:  

a.!Instruction and mentoring of students who have gone on to 
success in EMF-related fields;  

b.!High-quality participation in department, college and 
university-wide assessment efforts;  

c.!Awards and other forms of recognition for quality teaching;  
  

B. Advising – Towson University considers advising an important faculty 
responsibility.    
  
Standards and expectations for all full-time faculty (does not include 1st year 
full-time faculty):  

  
0#! Accessible to students for advising sessions.  
2#! Schedule formal advising hours each semester.    
/#!
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VII. Departmental Standards and Expectations for Scholarship  
  
Scholarship is widely interpreted and takes many forms, including the  
scholarship of Application, Discovery, Integration and/or Teaching. Regardless of 
type, each faculty member shall be reviewed in terms of continuing professional 
development, an active and sustained program of scholarly/creative activity 
consistent with his/her appointment, and currency in his/her academic field as 
affirmed by its community of scholars. 
  
The EMF PTRM committee looks at peer review and dissemination as ways to 
validate a candidate’s scholarship and/or creative activity.  In presenting 
scholarly/creative materials in the portfolio, the faculty member should explain 
the review process and dissemination plan if the form or site of publication or 
the means of dissemination is not familiar to departmental colleagues.  
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scholarship applications such as technical expertise and 
implementation, research, presentations, papers, etc. including on 
management practices, programming, FCC regulations, new 
generations of equipment, equipment upgrades, facilities/labs 
redesign, and production and post-production workflow.   

   
'#! On a department-wide basis, these forms of scholarship are considered 

equally valid "scholarship" activities for reappointment, third-year review, 
tenure, promotion, merit, and five-year comprehensive post-tenure review 
purposes.  
  

(#! Interdisciplinary work, which may include both teaching and research, is a 
vital part of the activity of the modern university. The EMF PTRM committee 
will evaluate interdisciplinary work as having equal "weight" with work done 
entirely within EMF.    

  
)#! The Department gives additional "weight" to peer-reviewed/juried 
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  c. 
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themes, and recommendations for extending that knowledge 
base 
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   Standard for tenure and promotion to Associate Professor:  Sustained  
  involvement with practitioners and/or professional organizations  

  
   Standard for promotion to Professor: 
    1.The standard for tenure and promotion  
 

2.! Leadership in addressing issues in one’s field  
 

    3. Distinction in the quality of one’s service or performance  
  
  

C.! Service to the community    
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C.! Five-Year Comprehensive Post-Tenure Review decisions are separate from 
individual year Merit decisions.  However, consistency is likely, since the same 
PTRM Committee shall make these decisions.  

 
X. Procedures for Third-Year Review of Untenured Faculty  
  

&#! At the conclusion of the fall semester during a candidate’s third year at 
  Towson University, the EMF PTRM Committee shall conduct a Third-Year Review 
  of tenure-track candidates. The intent of the evaluation is to assess progress 
  toward tenure and to advise and mentor the faculty member. This includes 
  providing assistance where issues or shortcomings in the candidate’s profile are 
  identified and encouragement where progress is deemed satisfactory or  
  exemplary. The EMF PTRM committee evaluations of a candidate’s interim 
  progress will become part of the faculty member’s file at the department level 
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ranking indicates that the department has determined that 
progress towards tenure is satisfactory but improvements are 
needed.   
  
/#!
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EMF Department and Towson University Annual Review, Reappointment, Third-Year  Review, 
Merit, Promotion, Tenure, And Comprehensive Review Calendar (All Deadlines Are Final 
Deadlines)   
  
The first Friday in May   
Department and college PTRM committees are formed (elections for membership on the 
college committee are already completed)   
 
The Third Friday in June   
All faculty members submit an evaluation portfolio to the department chair.   
A.! Faculty submit a list of at least three (3) names of any additional faculty to be 
included on department tenure and/or promotion committee (if necessary) to the 
department chairperson and dean.   
B.! All faculty members with a negative comprehensive review must have final approval 
by chair and dean of the written professional development plan.   
 
August 1 (USM mandated)   
Tenure-
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The Fourth Friday in September   
Department chairperson notifies department faculty, dean, and Provost of any department 
faculty member’s intention to be reviewed for promotion and/or tenure in the next 
academic year.   
 
The Second Friday in October   
A.! Department PTRM committee’s reports with recommendations and vote count on 
all faculty members are submitted to the department chairperson.   
B.! College PTRM documents are due to the university PTRM committee if changes have 
been made.   
 
The Fourth Friday in October   
A.! Department chairperson’s written evaluation for faculty considered for 
reappointment in the first through fifth years, promotion, tenure, and five-year 
comprehensive post-tenure review is added to the faculty member’s evaluation portfolio 
and conveyed to the faculty member.   
B.! The department chairperson will place his/her independent evaluation into the 
evaluation portfolio.   
C.! The department PTRM committee’s report with recommendations and vote count 
and the department chairperson’s evaluation are distributed to the faculty member.   
 
The Second Friday in November   
The faculty member’s evaluation portfolio, inclusive of the department PTRM committee’s 
written recommendation with record of the vote count, and the written recommendation of 
the department chairperson, are forwarded by the department PTRM chairperson to the 
dean’s office.   
 
November 30th   
A.! All documentation to be used as part of the consideration process must be included 
in the evaluation portfolio.   
B.! The dean must notify the Provost in writing of reappointment/non-reappointment 
recommendation(s) for tenure-track faculty in their second or subsequent academic year of 
service. Negative recommendations shall be delivered in person by the dean or sent by 
certified mail to the faculty member’s home.   
 
The First Friday in December   
Department PTRM documents are delivered to the college PTRM committee if any changes 
have been made.   
 
The Second Friday in December   
First-year tenure-track faculty submit an evaluation portfolio for the Fall semester to the 
department chairperson.   
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March 1   
First year faculty must be notified of non-reappointment by written notification from the 
university President.   
 
First Friday in March   
Faculty under third-year review must be provided with written and face-to-face feedback 
on their performance toward tenure.   
 
Third Friday in March   
Provost’s letter of decision is conveyed to the faculty member, department and college 
PTRM committee chairpersons, department chairperson, and dean of the college.  
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APPENDIX A:  EMF POLICIES ON TEACHING EVALUATIONS  
  
Teaching is the central purpose of Towson University and therefore all faculty 
recommended for promotion, tenure, and merit should be high quality teachers.     
The evaluation of teaching should consider classroom performance as well as other venues 
for teaching, the varied forms of investment faculty make in preparation for teaching, and 
the faculty role in both formal and informal advising.  Teaching effectiveness can best be 
evaluated through multiple criteria, including but not limited to:  
  

0#! quantitative student evaluations;  
  

2#! summaries of written evaluations from student evaluation forms;  
 
/#! copies of signed reports from peer observations of teaching;  
  
3#! comments on teaching from department and chair letters evaluating the        
candidate;  
  
4#! the candidate’s reflective essay on his/her teaching (self-evaluation);  
  
5#! evaluation of student learning outcomes;  
  
6#! evidence of development of new courses, and/or new programs;  
  
7#! evidence of the use of appropriate technologies to improve instruction;  
  
>#! evidence of the use of contemporary theory and practice to improve  
     instruction;  
  
0?#! professional awards for teaching excellence;  
  
00#! grade distribution reports, including departmental averages.  

  
  
&#! Student Evaluation Process  

  
1. Student evaluations are required for all courses taught, excluding internships and 
independent studies.  
 
2. A shared course evaluation instrument has been developed and is being used by 
various academic departments, including EMF.   Using the Campus Labs course 
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evaluation tool, students complete a single course evaluation instrument online for 
each course in which they are enrolled.  A “window” for completing the evaluation of a 
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FACULTY CLASSROOM EVALUATION FORM  
  

  
 Instructor:        Course No. /Sec.:  

  
 Date of Evaluation:          Evaluator:  

           
(Please use additional pages if needed.)  
  
______________________________________________________________________ CLASS 
FORMAT—CLASS OBJECTIVES:  
  
  
  
  
  
ORGANIZATION—CLASS MANAGEMENT:  
  
  
  
  
  
GENERAL IMPRESSIONS—CLASS ENVIRONMENT:  
  
  
  
  
  
  
ENGAGEMENT OF STUDENTS:  
  
  
  
  
  
  
CLARITY OF PRESENTATION:  
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SYLLABUS:  
  
  
  
  
  
SUGGESTIONS:  
  
    
  
  
  
__________________________________  
Signature of Evaluator       Date  
  
  
  
______________________________________________________________  
Signature of Adjunct Faculty Member Evaluated                  Date  
A faculty member's signature does not necessarily constitute an agreement with the contents of this 
evaluation.  
  
  
______________________________________________________________  
I waive consultation with the evaluator.                                 Date               
  

  
  
  
  
  
  
  


