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SECTION ONE

SCHOOL OF EDUCATION
VISION STATEMENT

Adopted November 10, 2009

To improve the human condition, the School of Education will strengthen its transformational role in
local, national, and international spheres. We will promote learning-centered, innovative practice
across the lifespan and in all aspects of development. Our plurality of perspectives and collaborative
spirit will inspire our generative approaches to interdisciplinary research, teaching, and service.

Strategic Priorities

e  Conduct rigorous scholarship with a national and international impact.

e  Build a faculty committed to generative approaches to teaching, research and service.

) Recruit and prepare students of high quality committed to improving the human condition.
e  (Create and promote interdisciplinary programs, partnerships, and research.

e Secure funding for 21* century infrastructure and tools for advancing knowledge.

° Foster relationships among ourselves, local schools, and other organizations.

o Prepare leaders for innovative, learning-centered education.
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SECTION TWO

ORGANIZATION OF THE SCHOOL OF EDUCATION

Office of the Dean - The Dean of the School of Education serves as the chief academic officer for the
school, the chief teacher education officer, and the teacher education certification officer for the
university, and is directly responsible for all activities within the School of Education. Other
administrators, associate deans, directors and coordinators may be appointed by the Dean and
organized into appropriate offices and/or units to facilitate the administrative and programmatic
functions of the school.

The Leadership Council is composed of the Dean, Associate Deans, Department Chairs, Directors and
the President of the School of Education Faculty Organization or his or her designee. This council
meets on a regular basis and is advisory to the Dean.

The Professional Education Coordinating Council (PECC) was established in 2004 by the Provost and
Vice President for Academic Affairs to coordinate teacher and school personnel preparation efforts
within the University through recommendations to the chief teacher education officer and to the
faculties responsible for the preparation of teachers, counselors, and school leaders. In addition, the
PECC shares information about programs, trends, issues and projects affecting teacher education.
The committee is chaired by the Dean of the School of Education and includes: the Deans of the
School of the Arts and the College of Humanities and Sciences or their designees; the School of
Education Associate Dean for Academic Affairs and the Associate Dean for Student Affairs; three
faculty members from the College of Humanities and Sciences; representatives of the Departments
of Counselor Education, Educational Leadership, Special Education and Disability Policy, Health and
Human Performance, Teaching and Learning; and three representatives from the School of the Arts:
Art Education, Music Education, Theatre Education. The President of the Student Education
Association is also a member. Membership from the P-12 community consists of four administrators
(building and central office) and four teachers or counselors.

Departments - The School of Education is organized into six academic departments:

Counselor Education

Educational Leadership

Foundations of Education

Health and Human Performance
Special Education and Disability Policy
Teaching and Learning

The department is the basic administrative unit for the School of Education. Each department is
responsible for degree and certificate programs, coordination among several programs in its
jurisdiction and initiating all personnel actions, and is the basic budget and cost unit. Each
department is expected to coordinate staffing across programs and among faculty and to engage in
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programs of research and scholarly activity and continuing education. Departments consist of a
department chair and program faculty.

Department Chairs - Each department is administered by a department chair who also serves as a
member of a program faculty, contributing to a specific program and curriculum. Department chairs
serve as the chief administrative official for the six departments and report to the Dean. Department
chairs and deans meet monthly as the Chairs’ Council.

Program Faculty - Program areas in large departments with multiple programs are established upon
recommendation by the faculty to the Dean. The concept of program areas conveys two overlapping
elements. The first represents professional specialization in which faculty interests and values are
primary. The second represents an organizational scheme that focuses on outcomes and products.
Each faculty member within a department shall have primary membership in one program area.
Affiliate membership in other program areas is also encouraged. The Dean shall keep the official
core faculty roster of the School of Education.

Program Coordinators - Each faculty program group in large departments will elect a person to act as
coordinator. The coordinator serves with the same status as any other school-wide committee
chairman, and no administrative responsibility or authority is implied. A program coordinator is
responsible for working with the department chair in facilitating the necessary work of the core
faculty.

Faculty - Faculty in the School of Education are involved in decision making processes related to
curriculum, resources and matters which affect faculty and students through standing committees,
personnel committees, and task forces, and by election or appointment to University bodies such as
the University Council, Faculty Senate, Undergraduate Curriculum Committee, and Graduate Council.
In addition, department organizations and SOE standing committees provide considerable faculty
monitoring and control of critical functions and policies.

The multiconstituency forum for governance in the School is the faculty meeting called and chaired
by the Dean. The School of Education also has standing committees. Each committee includes
representatives from the departments, although not all departments are directly represented on all
standing committees in a given year. In addition, there is at least one ex officio member on each
committee to represent the Dean and to convey the concerns of the Dean to the committee.

Faculty rights and responsibilities within the University are set forth in the VCU Faculty Handbook,
http://www.provost.vcu.edu/faculty/handbook.html and through subsequently adopted policies and

procedures. Faculty members who serve in positions identified by the School of Education to be
nontenure track positions will be designated as collateral faculty. Collateral faculty appointments
may be either full or part-time, paid or unpaid, and do not lead to tenure. A collateral appointment
may be for a term of one to five years with review annually by the Dean.

Faculty holding appointments within the School of Education are governed by all University policies
and procedures. http://www.provost.vcu.edu/policies/
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Tenure and promotion of the faculty of the School of Education are governed by the Promotion and
Tenure Procedures and Guidelines, School of Education, revised April, 2009, which are consistent
with the Faculty Promotion and Tenure Policies and Procedures of Virginia Commonwealth
University. http://www.provost.vcu.edu/announcements/128.html

Evaluation - An evaluation of each faculty member of the School of Education is conducted annually.
The procedures for this process are set forth in “Procedures for Developing the Annual Faculty
Evaluation” approved by the School faculty, November, 2005.

The evaluation process for administrators (deans, directors, and department chairs) is conducted
annually. Individual evaluation forms are distributed to each member of the faculty to be completed
and returned anonymously to the Dean’s Office. Forms returned are reviewed by the Dean and
forwarded to the respective administrator being evaluated. The Dean’s evaluations are forwarded
directly to the Provost/Vice President for Academic Affairs. Administrators have the responsibility to
discuss evaluations annually with the Dean or his designee.

Salary - Recommendations for faculty salary originate with the Department Chairs. The Dean and
Associate Deans shall review the recommendations, and the Dean shall make final recommendations
to the Provost and Vice President for Academic Affairs.

Faculty Workload - Faculty workload in the School is governed by the policies of The Overview of
Faculty Workload (See Section Three). Teaching assignments typically originate with the program
faculty and are recommended to the Department Chair, who, in turn, recommends assignments to
the Dean.

Resource Allocation - The School of Education operates on a modified management-by-objectives
plan. During the spring, each department chair and director prepares a statement of goals for the
next academic year for the assigned unit or area of responsibility. These goals are reviewed and
approved by the Dean for consistency with the School’s long range plan and the University’s goals
and mission. Using these materials, the Dean prepares a statement of goals and priorities for the
school for that academic year. That document is, in turn, discussed with and approved by the Vice-
President for Academic Affairs. An annual report is filed at the end of each academic year by all units
to reflect accomplishments of objectives and goals, problems which occurred, and an outline of steps
for the following year.
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SECTION TWO - Appendix A

ADMINISTRATIVE JOB DESCRIPTIONS
SCHOOL OF EDUCATION

Dean, School of Education

The Dean serves as the chief executive officer of the School of Education which includes six
departments. Two offices (Business Services and School of Education Associates) report to the Dean.
Responsibilities of the Dean include: oversight of the academic programs of the School, duties
associated with the management of academic programs, fiscal, personnel and general
administration, student personnel matters, and internal and external representation duties
associated with the Office. The Dean chairs the faculty of the School, the School's Leadership Council
and the School’s Chairs’ Council. As head of the unit responsible for the overall coordination of the
teacher preparation programs at the University, the Dean serves as the chief teacher education
certification officer and chairs the Professional Education Coordinating Council.

Associate Dean for Academic Affairs

The Associate Dean for Academic Affairs in the School of Education (SOE) is responsible for the
oversight of all certificate, baccalaureate, master’s, and doctoral level academic programs. While the
primary responsibility is to ensure that SOE programs are in compliance with University policies,
specific duties include marketing, recruitment, admissions, appeals, graduation requirements and
graduate student funding. Of particular importance is providing the Dean and Department Chairs
with accurate and timely information to be used in decision making. Finally, the Associate Dean for
Academic Affairs represents the SOE on the Graduate Dean’s Advisory Council and on other SOE and
University committees as assigned, including the SOE Curriculum and Academic Resources
Committee, the Assessment Committee and the Academic Appeals Committee.

Associate Dean for Student Affairs

The Associate Dean for Student Affairs is responsible for coordinating services which support and
advance students in the School of Education, including the Student Services Center which primarily
includes the functions of undergraduate and graduate clinical placements for practica, student
teaching, internships and externships in the metro school divisions; advising support for
undergraduate and graduate students prior to formal admission to academic programs; processing of
applications for admission to teacher preparation for undergraduate and graduate students;
maintaining related scores on comprehensive examinations (Praxis | and Il); developing student
credential files; initiating transactions associated with student academic progress (e.g., petitions for
waivers of academic regulations and changes in course registration); working with student
recruitment and related Open House and Family Day programs as well as Summer STAR program;
meetings with public school counselors, high school students, prospective transfer students, and
school division human resource personnel for SOE candidate recruitment. The Associate Dean for
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Student Affairs coordinates School of Education preparation for SACS and related assessment
reports, serves as liaison to the Department of Education in the certification of candidates’ and
graduates’ applications for state licensure and is responsible for annual reporting to National Council
for Accreditation of Teacher Preparation (NCATE), Title Il, and others as assigned. Other areas of
responsibility include special activities such as Diploma Presentation Ceremony and Annual Metro
Children’s Art Exhibit. The Associate Dean for Student Affairs serves on SOE Scholarship and Awards,
Academic Appeals and Diversity standing committees and serves on University Academic Regulations
Appeals and Student Testing and Registration (STAR) committees.

Associate Dean for Research Services (position currently vacant)

The Associate Dean for Research Services is an active member of the Dean’s leadership team and
works collaboratively with individual faculty members, departments and Centers of the School in
facilitating the School’s research and scholarship mission. The Associate Dean for Research Services
coordinates research activities within the School and with the University’s Office of the Vice
President for Research and assists in establishing effective collaborative networks with other
University units, school divisions, and local, state, national and international groups. The Associate
Dean for Research Services represents the School of Education at meetings related to research
activities within the institution. The Office of Research Services provides support for School of
Education faculty in establishing an active School research and scholarship agenda by assisting School
of Education faculty in identifying collaborative research and scholarship opportunities among School
of Education faculty, VCU faculty and staff and community partners; notifying faculty of research and
external funding opportunities in specific interest areas; providing professional development
opportunities that advance the research and scholarship mission of the School; and supporting
faculty in the development, submission and implementation of externally funded research and
training grants and projects. The Associate Dean for Research Services maintains an up-to-date data
base regarding external funding secured by School of Education faculty. The Associate Dean for
Research Services serves as an ex-officio member of the Research and Professional Development
standing committee.

Department Chair

The Department Chair has two major categories of role functions and responsibilities. Incumbents in
the position are expected to function both as administrators and as faculty members. Broadly
conceived, the administrative tasks and responsibilities will vary according to the number of faculty
and complexity of programs within a department.

Duties include:
Faculty

e Coordinate scheduling and teaching assignments and recommend adjunct faculty to the
Dean
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e Provide an annual evaluation for each departmental faculty member, in a standard form,
noting the contributions made by the faculty member toward achieving professional goals,
the goals of the department and the goals of the School

e Submit an annual departmental report and appropriate accreditation and certification
documents

e Assure the faculty evaluation process is followed by department faculty

e Advocate with the Dean faculty workload modifications based on changing circumstances
(grant acquisition, special tasks, class size)

e Mentor tenure track faculty
e  Work with the Dean in faculty recruitment when vacancy or need exists

e Conduct departmental meetings, elections to SOE Standing Committees, and votes for
recommending emerita/us status

Program
e Coordinate curriculum

e Ensure program visibility in collaboration with the Advising Center in the Student Services
Center

o Develop program initiatives

e (Coordinate activities at the department level related to assessment, accreditation, and
licensure

Students

e Sign course override permission as appropriate and pertinent program-related items such as
program agreement/contract forms

e Determine, when requested by the Advising Center, whether undergraduate courses taken
elsewhere are portable and satisfy program requirements

e Determine, when requested by Graduate Studies, whether graduate courses taken
elsewhere satisfy program requirements

e Ensure that Grade Appeal Procedures are followed
e Advocate for all departmental program areas
Director of Business Services

The Director of Business Services is responsible for the administrative organizational structure for
finances, personnel, and space. Primary duties include managing the financial accounts and budgets
in educational and general (E&G) programs, sponsored programs, facilities and administrative cost
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recoveries (FACR), university funds, and endowments; advising the Dean on multiple topics germane
to strategic planning for the School of Education; assisting with revenue enhancement initiatives,
including implementing EPT-A agreements. The Director is also responsible for human resources and
provides direction for SOE facilities planning and space utilization.

Director of School of Education-Associates

The Director of School of Education Associates is a member of the Leadership Council, administers
the Office in scheduling off-campus credit courses, planning and conducting workshops, conferences
and other school related meetings, field-related services and information services. The SOE-A
Director supervises activities of continuing education staff personnel, including scheduling off-
campus credit courses, maintaining personal contact with staff development coordinators in school
divisions, promoting and scheduling off-campus credit courses, degree programs and other
professional development offerings.

Director of Doctoral Studies

The Director of Doctoral Studies reports to the Associate Dean for Academic Affairs and is a member
of the Leadership Council. The director is responsible for the implementation of all policies and
procedures related to students in doctoral programs in the School of Education. These include, but
are not limited to recruitment, admissions, retention, comprehensive examinations, externship
placements, graduate assistant selection and funding and dissertation committees. In addition, the
director chairs the Ph.D. Policy Board and the Ph.D. Admissions Committee.

Director of Student Services

The Director of Student Services reports to the Associate Dean for Student Affairs. The director has
responsibility for the Student Services Center which is the primary student information office in the
SOE. The Director oversees in-take advising, admission to Teacher Preparation, clinical placements,
processing of licensure and endorsement applications and the general support of student policies
and procedures. In addition, the Director is responsible for SOE data-base entries related to
admissions, teacher preparation and clinical experiences. The Director of Student Services serves as
an ex officio member of the Assessment Standing Committee and the Curriculum and Academic
Resources Standing Committee.

Director of Assessment

The Director of Assessment reports to the Associate Dean for Academic Affairs and is responsible for
the management and oversight of all School of Education assessment activities and reports. Duties
include implementing the assessment system and ensuring that written procedures are in place;
informing and communicating with faculty and department chairs regarding data collection, data
analysis, and data interpretation for all academic programs; supporting formulation and submission
of accreditation reports; managing the database and distributing regular and periodic reports to
program faculty and the School of Education leadership team; distributing and analyzing alumni and
employer surveys; advising the leadership team on all assessment system activities and projects.
The Director of Assessment serves as an ex officio member of the Assessment Standing Committee
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and attends Chairs Council and Leadership Council meetings as needed to provide an update on
assessment activities.

Director of Instructional Technology

The Director of Instructional Technology reports to the Associate Dean for Academic Affairs and is
responsible for facilitating the instructional technology needs of faculty and staff in the School of
Education. In addition, this position is responsible for all facets of writing and implementing
technology policies and procedures and supervision of technologies used for communication,
database management, enrollment, degree processing, productivity and instruction. This position
provides chief oversight of the open student computer lab, the Infusio Lab and the Distance
Education classroom.

Director of the Child Development Center

The Director of the Child Development Center reports to the department chair of Teaching and
Learning for programmatic oversight and to the Director of Business Services for budgetary matters.
The Director oversees all facets of a nationally accredited and state approved Child Development
Center. The Director provides a quality educational development program for children including
those with special needs. The Director also collaborates in the development of grant proposals to
secure external funding. With a maximum population of 85 children and a staff of 15, the Child
Development Center serves as a lab school for the School of Education. The Center serves children
ages 16 months through 6 years in an active, inclusive environment.
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SECTION TWO - Appendix B

SCHOOL OF
EDUCATION

Dean

Assistant to the Dean

July 2014

Senior Associate Dean Administrati Senior Assoclate Dean Academic .S‘S;:;r'é’ﬁ“g?ﬁgz qu(:)r/
. ministrative Academic Affairs Departments
Student Affairs Assistant (shared) Develgpment
Research
Director ) Coordinator
- Graduate Studies Center for Sport Lead-ershlp Administrative
Director Director Couns_elor Educat|or.1 e
Student — — ASSESSMENt, Graduate Programs Foundations of Education
Services Center Program Evaluation, Admissions Educational Leadership Research
Acceditation Specialist ) - I Center
. Special Education & Directors
Clinical . . : Disability Policy LS
Placement & Administ.rative —__Executve Director, i /
Licensure Assistant Extggsle:?t;:)lre:]té?]?s & Teaching & Learning
SW@HE& Assessment . .
Placement Systems Director of Alumni
Specialist & Data Analyst ) Director of Gl\gr?gagzaleunrpm Administrative
Coordinator Director Communications .
Academic Advising ; ) Administrative Assistant Asistants (4)
— & Admissions Instructional Advancement & External
Specialist Technology Relations
IT I Director of Finance _
Support Director of Center for School Community
Tech Human Resources Collaboration
%Ir :Q;ls Child Development Center
Manager Center for Teacher Leadership
Human . - Metropolitan Educational Research
Resources Financial Consortium
. Assistant . .
Coordinato Partnership for People with
r Financial Disabilities
Assistant Rehabilitation Research & Training
Center
STEM Center
VA Literacy Institute
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SECTION TWO - Appendix C

UNIVERSITY POLICIES

The following is a list of the Virginia Commonwealth University Board of Visitor’s approved policies.

http://www.provost.vcu.edu/policies/

A

Academic Rights and Responsibilities

Academic Regulations Appeal Committee

Acceptance and Administration of Contributions
Administrative and Professional Faculty and Faculty
Holding Administrative Appointments

Affiliate Faculty Appointments — Policies and Procedures
Alcohol and Drug Policy (Procedures, Agreement Monroe
Park Campus, Agreement MCV Campus)

Annual Assessment of Faculty Performance

Art on Campus

B

Bylaws, The University Council

c

Conflict of Interest Policy, Office of Research

Conflict of Interest Policy: Procedures for Compliance with
the Virginia State and Local Government Conflict of
Interest Act

Commonwealth and University Professorships Policy
Consensual Relationships Policy

Corporate-Sponsored Research Agreements, Policy on
Course Credit Active Duty Military Students

D

Declaration of Financial Emergency

Degree Revocation, VCU Procedures for Degree
Revocation

Discrimination/Harassment Complaint Procedure and Form
Drug Free Schools and Workplace Policy

E

Endowed Chairs and Professorships, Policy for Private
Support

F

Faculty Bonus Award Policy

Faculty Grievance and Appeal Procedure

Faculty Guide to Student Conduct in Instructional Settings
Faculty Promotion and Tenure Policies and Procedures
Faculty Roles and Rewards

Faculty Salary Administration Guidelines

Faculty Sick Leave Reporting Policy

Faculty Transfers (collateral to tenure track; tenure track to
collateral), Guidelines For

FERIP Agreement, sample copy

FERIP, Faculty Early Retirement Incentive Program
FERIP Guidelines

G

Gifts of Art to VCU, Policy on
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H

Honorary Degree Policy

Honor System, Virginia Commonwealth University
Human Resources Policies and Procedures

|

Identity Theft Prevention Policy

Intellectual Property Policy

Institutes and Centers, Policy for Framework of

M

Misconduct in Research and Scholarly Activities, Policies
and Procedures for

N

Non-discrimination on the Basis of Disability

0

Outside Professional Activity and Employment, Research
and Continuing Education

Outside Professional Activity and Continuing Education,
Request for Approval, CP-1 form

Outside Professional Activity and Continuing Education,
Report on, CP-2 form

P

Parental Notification for Dependent Students Receiving
Mental Health Treatment

Policy on creating and establishing university policy
Prohibition of Sexual Harassment

Promotion and Tenure Polices and Procedures, Faculty
R

Reaffirmation of VCU'’s Equal Opportunity Policy
Recognition of Donors and Friends, Policy Guidelines for
Release of the Educational Record of a Dependent Student
Reporting Suspected University-related
Misconduct/Noncompliance and Protection from Retaliation
Research Data Ownership, Retention, and Access
Responsible Conduct in Research and Scholarship Policy
Rules and Procedures of Virginia Commonwealth
University

S

Solicitation of Private Funds for Non-Sponsored Program
Purposes

Student Sexual Misconduct Policy

Study-Research Leave

I

Textbook selection and adoption

Textbook Sales Policy

Threat Assessment and Violence Prevention
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http://www.provost.vcu.edu/pdfs/alcoholdrugpolicy.pdf
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http://www.usca.vcu.edu/docs/VCU_Alcohol_Agreement(1).docx
http://www.usca.vcu.edu/docs/VCU_Alcohol_Agreement(1).docx
http://www.usca.vcu.edu/docs/MCV_Alcohol.pdf
http://www.provost.vcu.edu/policies/evalpol.html
http://www.provost.vcu.edu/pdfs/Artoncampus.pdf
http://www.provost.vcu.edu/policies/ucybylaws.html
http://www.research.vcu.edu/p_and_g/coi.htm
http://www.provost.vcu.edu/policies/conflict.html
http://www.provost.vcu.edu/policies/conflict.html
http://www.provost.vcu.edu/policies/conflict.html
http://www.provost.vcu.edu/policies/conflict.html
http://www.provost.vcu.edu/pdfs/UnivAndCommonwealthProfPolicyFINALBOVappr.pdf
http://www.provost.vcu.edu/pdfs/consensual-relationships-policy.pdf
http://www.research.vcu.edu/p_and_g/corpagreement.htm
http://www.provost.vcu.edu/pdfs/CourseCreditActiveDutyMilitaryStudents.pdf
http://www.provost.vcu.edu/policies/emergency.html
http://www.provost.vcu.edu/pdfs/DegreeRevocationProcedures.pdf
http://www.provost.vcu.edu/pdfs/DegreeRevocationProcedures.pdf
http://www.vcu.edu/eeoaa/pdfs/complaint_procedure_and_form.pdf
http://www.provost.vcu.edu/pdfs/alcoholdrugpolicy.pdf
http://www.provost.vcu.edu/pdfs/Endchairprofpolicy32001.pdf
http://www.provost.vcu.edu/pdfs/Endchairprofpolicy32001.pdf
http://www.provost.vcu.edu/pdfs/facultybonusaward20060209.pdf
http://www.provost.vcu.edu/policies/facgriev.html
http://www.provost.vcu.edu/pdfs/FacultyGuideToStudentConductInInstructionalSettings.pdf
http://www.provost.vcu.edu/policies/documents/PromotionandTenurePoliciesandProcedures.doc
http://www.provost.vcu.edu/policies/facroles.html
http://www.provost.vcu.edu/pdfs/salary_guidelines.pdf
http://www.provost.vcu.edu/pdfs/facultysickleaveNov2003.pdf
http://www.provost.vcu.edu/pdfs/GuidelinesforFacultyTrackTransfers.pdf
http://www.provost.vcu.edu/pdfs/GuidelinesforFacultyTrackTransfers.pdf
http://www.provost.vcu.edu/docs/FERIPAgreement-2009-10.doc
http://www.provost.vcu.edu/pdfs/FERIP.pdf
http://www.provost.vcu.edu/pdfs/FERIPImplement.pdf
http://www.provost.vcu.edu/policies/artgift.html
http://www.provost.vcu.edu/pdfs/honorarydegreepolicy32001.pdf
http://www.provost.vcu.edu/pdfs/Honor_system_policy.pdf
http://www.hr.vcu.edu/policies/index.htm
http://infosecurity.vcu.edu/docs/identity-theft-prevention-policy.pdf
http://www.research.vcu.edu/p_and_g/ippolicy.htm
http://www.provost.vcu.edu/policies/documents/VCUICFramework2-08BOV.pdf
http://www.provost.vcu.edu/policies/documents/VCUICFramework2-08BOV.pdf
http://www.research.vcu.edu/p_and_g/misconduct.htm
http://www.research.vcu.edu/p_and_g/misconduct.htm
http://www.vcu.edu/eeoaa/pdfs/discpolicy.pdf
http://www.provost.vcu.edu/policies/profact.html
http://www.provost.vcu.edu/policies/profact.html
http://www.provost.vcu.edu/pdfs/CP-1.pdf
http://www.provost.vcu.edu/pdfs/CP-1.pdf
http://www.provost.vcu.edu/pdfs/CP-2.pdf
http://www.provost.vcu.edu/pdfs/CP-2.pdf
http://www.provost.vcu.edu/pdfs/ParentalNotificationDepStudentsRecMentalHealthTreat.pdf
http://www.provost.vcu.edu/pdfs/ParentalNotificationDepStudentsRecMentalHealthTreat.pdf
http://www.assurance.vcu.edu/policyonpolicy.html
http://www.vcu.edu/eeoaa/pdfs/sexualharassment.pdf
http://www.provost.vcu.edu/policies/documents/PromotionandTenurePoliciesandProcedures.doc
http://www.vcu.edu/eeoaa/pdfs/reaffirmation.pdf
http://www.provost.vcu.edu/policies/efunds.html
http://www.provost.vcu.edu/pdfs/ReleaseEducRecPolicy.pdf
http://www.assurance.vcu.edu/reportingconcerns.pdf
http://www.assurance.vcu.edu/reportingconcerns.pdf
http://www.research.vcu.edu/p_and_g/data.htm
http://www.research.vcu.edu/p_and_g/rcrpolicy.htm
http://www.provost.vcu.edu/pdfs/rulesandprocedures.pdf
http://www.provost.vcu.edu/pdfs/rulesandprocedures.pdf
http://www.provost.vcu.edu/policies/funds.html
http://www.provost.vcu.edu/policies/funds.html
http://www.provost.vcu.edu/pdfs/sexualmisconduct.pdf
http://www.provost.vcu.edu/policies/study.html
http://www.provost.vcu.edu/faculty/textbook.html
http://www.provost.vcu.edu/pdfs/TextbookSalesPolicy.pdf
http://www.provost.vcu.edu/pdfs/ThreatAssess2008.pdf

SECTION THREE

AN OVERVIEW OF FACULTY WORKLOAD
School of Education

The role of the School of Education is to nurture thought and scholarly pursuit, to protect and
promote good educational practice, to educate competent professional practitioners, and to
contribute to scholarly productivity and service to the profession. The purpose of this overview is to
provide a general reference for the expectations of a full-time faculty member and guidelines for the
administration of faculty workloads. It is based on Faculty Expectations and Workload Guidelines,
adopted in September, 1986, Task Force on Faculty Load Report and Recommendation, adopted in
September, 1989, Load Policy for Doctoral Education, adopted in September, 1986 and Load Policy
adoptions approved in May, 2006. At its best, workload represents all the professional activities in
which the faculty member engages; it is broader than the combination of teaching, scholarship, and
service. For practical reasons, workload is translated into the most easily measurable of these
activities, class-hours/week.

Expectations

Consistent with the nature of a full-time academic appointment and University and School Policies
and Procedures, as stated in the School of Education Guidelines for Tenure and Promotion (See
Section Six), it is anticipated that faculty members will:

1. Provide (credit or CEU) instruction appropriate to the member's background and training.
Included in this category are activities such as academic advising, supervision of clinical
practice, course, program, and curriculum development in the core and department,
participation in administration and reading of examinations, and other activities related to
the instructional program.

2. Conduct research and scholarly activities, i.e., formal activities designed to either expand the
knowledge base to the practitioner or to extend the knowledge base of education. It is
expected that each faculty member will periodically communicate to appropriate groups the
findings of his/her research and scholarly inquiry. Full-time teaching exclusively in a graduate
program and membership in the graduate faculty carries with it greater expectations for
significant research and scholarly productivity than does teaching exclusively at the
undergraduate level. Graduate faculty, nonproductive in research or scholarly activities, may
be required to assume a greater institutional load.

3. Participate in or provide service activities, e.g., the provision of professional expertise toward
the improvement of school and university governance, professional associations and
affiliations, or to schools and agencies served by this professional school. This includes non-
credit community services and activities.
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4. Engage in professional development and renewal activities, i.e., activities designed to expand
or extend faculty knowledge or recent developments in the areas of expertise, or to improve
the quality of their professional contributions. Fostering career development over the long
term requires a load policy that encourages, rather than discourages, specialization, both
temporary and permanent, and the development of unique opportunities and talents.

Workload Guidelines

The following guidelines recognize that faculty workload is, at best, an elusive concept, difficult to
quantify and, in some respects, antithetical to faculty life. However, for the purpose of formal
reporting and for administrative decision-making regarding additional compensation, the following
guidelines will be considered operative for faculty occupying state-supported positions. These
guidelines are based upon the concept of four instructional assighnments each semester or eight
assignments in an academic year.

Each faculty member should, consistent with the School's Annual Evaluation Plan (See Section Four),
annually review progress and make plans for an appropriate workload with his or her Department
Chair. Plans should include attention to all phases of a faculty member's responsibilities. Variations
from the proscribed teaching assignments each semester need to be negotiated between the
individual faculty member and his or her Department Chair.

Full-time faculty shall teach between 6 and 12 semester hours each semester, or 15 to 24 semester
hours per academic year. In accordance with the Task Force on Faculty Load Report and
Recommendation, adopted in 2006, the current norm in regard to teaching is a 2/3 or 3/2 teaching
load per academic year. Courses are expected to be of at least minimal size. Faculty load is
determined in consultation with the Department Chair (See #5a in Section 9) and is based upon
faculty interest, productivity and departmental needs and resources.

e For supervision of student teaching; three to four interns or student teachers shall be equivalent
to one course.

e Supervision of seven to nine externs will be the norm for programs in which initial licensure is not
expected.

e Except under unusual circumstances, supervision of independent study at the graduate or
undergraduate levels shall not be considered as part of one's instructional load.

e Off-campus credit courses are treated the same as courses taught on-campus. It is anticipated
that a faculty member may teach a course off-campus as part of his or her instructional load
annually. It is possible to treat additional off-campus courses, beyond a full load, as "overload."

e Advising is acknowledged in faculty load assignments.
e Summer teaching loads shall be consistent with approved summer school guidelines.

Full summer employment includes responsibilities for necessary academic advising, comprehensive
examinations, and other instructional activities.
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In order to maintain awareness that advising and teaching doctoral students and service on program
committees are valued activities within the School, annual faculty reports will include special
identification of doctoral activities within the categories of teaching, advising and service. This
special identification should help insure that the value of advanced graduate education is recognized
along with contributions to undergraduate and graduate teaching and advising.

Load Credit for Dissertation Involvement

Involvement in doctoral dissertations is an important part of a faculty member’s role in a doctoral-
granting institution. However, dissertations also entail a significant commitment of time and energy,
a commitment which, like instruction, fits under the broad heading of “Student Related
Responsibilities.” As such, involvement in dissertations may be viewed as meeting part of a faculty
member’s “Instructional load.”

Assumptions:

1. Mentoring a dissertation involves commitment of time and energy during the course of the
writing stage. The writing stage may occur any time from onset of EDUS 890, or the major
paper sequence in the RMS program, through final defense.

2. Different committee roles typically entail different levels of time and energy commitment.
The largest commitment is typically by the dissertation chair. The second level of
commitment is typically by the committee’s methodologist. Additional committee members
generally have a lower level of commitment of time and energy.

3. If students are actively writing, they should be able to finish within a defined time frame.
Load Assignments:

1. Faculty serving as chair or methodologist during the writing stages of one or more
dissertations shall be assigned a 2/2 instructional load during the year in which writing
occurs.

2. The 2/2 load may begin in either fall or spring depending on the time at which the student(s)
enter(s) the writing stage.

3. A reduced load will only be granted for a period of one year for any given student. However a
faculty member mentoring multiple students may stagger credit for students provided
students are still enrolled during the year in which reduced load is sought.

4. Faculty may continue to receive load reductions through grant buyouts, but in no case will
faculty instructional loads be reduced below a 1/1 load.

Exceptions

The most significant factor to bear in mind is that exceptions, when properly justified, are always
possible and, often desired. For example, first year faculty without teaching experience or with
limited teaching experience may be given a reduced teaching load. Faculty who chair three
dissertations to completion receive a subsequent reduction of one course in one semester. Flexibility
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is required to create and implement a workload guideline that anticipates all the elements of a
faculty workload which may exist or which might occur as a result of new opportunities. All involved
have the responsibility to review the task with flexibility.

Responsibilities

Faculty members - It is the responsibility of every faculty member to satisfy the internal and external
monitors of their activities, which requires contributing at least an equal share to the maintenance
and development of the school's programs. Faculty should also be sensitive to the need for a balance
among the several areas of accountability for promotion, tenure, and merit review inherent in
academic life as listed under Expectations.

Core faculties - It is expected that the core faculties will recommend a master schedule that is
realistic, permits the maximum use of faculty resources, and will facilitate the generation of
appropriate numbers of student credit hours. This expectation requires attention to providing
classes at times optimally available to students, not necessarily to the most convenient times for
idiosyncratic faculty schedule.

Department Chair - It is the responsibility of the department chair to administer the School of
Education load policy in cooperation with each faculty member and core. The determination of load
assignment allows for flexibility within teaching, research, and service to permit differential staffing.
After careful analysis of all available data, including historic records, the department chair approves
and recommends the department master schedule and monitors class size with care to maintain
enrollment projections and productivity. He or she also provides faculty consistent feedback through
the annual evaluation process regarding distribution of effort as it relates to expectations for
promotion, tenure, salary, retention, etc.

Adopted October 16, 1992
Edited June 26, 2003
Edited May 3, 2005
Revised February, 2006
Edited February, 2010
Revised November, 2011
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SECTION FOUR

PROCEDURES FOR DEVELOPING THE ANNUAL FACULTY EVALUATION
Purpose of the Annual Evaluation Process

To provide the faculty member with an opportunity to take the initiative in determining the direction
of his or her performance.

To provide for the faculty member’s active participation in the evaluation process.
Work Plan and Annual Evaluation
Step 1 Formulation of the Initial Work Plan

From early March to mid April as a part of the Annual Review process, department chairs will discuss
with the faculty members proposed Initial Work Plans. Department chairs may suggest revisions to
the submitted Work Plans. If there is disagreement with the proposed revisions, the faculty member
may submit a rejoinder that will be attached to the department chair’s suggested revisions of the
Work Plan.

By May 15, department chairs will submit to the Dean all Initial Work Plans with any proposed
rejoinders by the faculty. The Dean will review all submitted documentation and will approve Initial
Work Plans by June 15. Any changes made by the Dean will be discussed with the department chair
and the faculty member.

One of the first department faculty meetings for the Fall Semester will include an open discussion of
each faculty member’s approved Work Plan. The intent of this meeting will be to review the mission
and goals of the department and to provide each faculty member the opportunity to relate how
individual work plans foster the achievement of department goals as well as meet the mission of the
School (VCU Faculty Roles and Rewards Policy - http://www.provost.vcu.edu/policies/facroles.html).

This discussion is intended to foster a sense of collective cooperation and collegiality among
department faculty and to more clearly articulate to the School and the University the collective
goals of the unit. When appropriate, approved Work Plans may be shared in program groups rather
than in the larger department faculty meeting. Each department will determine the format for
review of approved Work Plans.

Any changes in Work Plans will be reviewed by the department chair and submitted to the Dean by
September 15. The Dean will review and approve revised Work Plans by September 30.

Any requests by faculty for differentiated loads must be submitted to department chairs.
Department chairs will discuss the load request with the faculty member. Department chairs may
also recommend a differentiated load to a faculty member. If the faculty member disagrees with the
proposed differentiated load, the faculty member may submit a written response to the chair’s
recommendation. The request for differentiated loads will be submitted by the department chair to
the Dean and will include the initial request, the department chair's recommendation, and, if
applicable, the faculty member’s response to the department chair’s recommendation. The Dean
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will review all requests and will assign differentiated load based upon how the differentiated load
will assist in meeting Department and School goals.

Step 2 Re-Evaluation of the Approved Work Plan

1. By December 1, a conference will be held if either the faculty member or department chair
desires one for the purpose of re-evaluating the approved Work Plan. The department chair, in
consultation with the faculty member, will schedule the time for the meeting.

2. Any changes in Approved Work Plans will be submitted to the Dean for approval by December
15.

Step 3 Final Activity Report and Annual Review

1. Faculty will develop a Final Activity Report and Initial Work Plan for the next academic year for
submission to the department chair from late March to mid April of each academic year.

2. The department chair will meet with the faculty member from late March/mid April regarding
the Annual Review and in preparation for formulating the Annual Evaluation.

Following the conference, the department chair will develop a narrative that addresses the
extent to which the faculty member met work plan goals and objectives and the contribution of
the accomplishments of the faculty member to the achievement of the department’s goals.
While the Annual Evaluation will focus on the faculty member’s contribution to department goals
and objectives, the department chair’s narrative will be framed in the context of the faculty
member’s overall contribution, including the achievement of School and University goals.

The narrative will be a concise overview of the faculty member’s performance for a single year.

3. By May 1, the department chair will submit the Annual Evaluation to the faculty member for a
signature of acknowledgement. The faculty member, if desired, may comment in writing on the
department chair’s assessment. Such comments must be filed within one week of receipt of the
department chair’s evaluation. The Annual Evaluation and any written response by the faculty
member will be included in the faculty member’s professional file.

4. The Approved Work Plan (for the current year), the Final Activity Report, the department chair’s
Annual Evaluation, and any written comments by the faculty member will be submitted to the
Dean by May 15.

Step 4 Recommendations for Merit Salary Increases and/or Bonus Pay

By August of the next academic year, department chairs submit recommendations for merit salary
increases and/or bonus pay for each faculty member in the department utilizing approved university
guidelines for faculty eligibility. Department chairs meet with the Dean and Associate Deans to
discuss faculty recommendations for merit increases or bonus awards. The Dean and Associate
Deans subsequently meet to review all recommendations by department chairs and to develop the
final recommendations for the School of Education. The Dean presents the recommendations to the
Provost.
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SECTION FOUR - Appendix A

INITIAL WORK PLAN SAMPLE

School of Education
May 1, - April 30,
INITIAL WORK PLAN

Name: Rank:

Department: Graduate Faculty: Yes: No:

Preparing the Initial Work Plan

Faculty should identify specific and measurable goals in each of the four areas of faculty
responsibility (teaching, research and scholarly activity, service, and professional development), and
relate identified goals to the goals of the department, school, and/or university. Attach a narrative
that describes specific strategies and timelines for accomplishing the identified goals and describe
how the identified goals will assist in the accomplishment of the goals of the department, school,
and/or university. In addition, the narrative should describe how individual goals will advance the
faculty member’s discipline and enhance professional development over time.

The narrative is an important component of the Initial Work Plan in that it provides the
opportunity to justify and amplify how individual goals and planned activities will advance the
mission of the department, school, and/or university.

Weighting of Areas of Responsibility

AREA OF RESPONSIBILITY RELATIVE WEIGHTING

TEACHING

RESEARCH AND SCHOLARLY ACTIVITY

SERVICE

OTHER:

Descriptive Summary of Faculty Responsibilities

Signature of Faculty Member

Signature of Department Chair
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TEACHING

A. GOALS

WIN =

4.
(hit the tab key to add additional lines)

B. ASSIGNED LOAD
(List course teaching assignments and any activity for which differentiated load has been
assigned)
1. | Summer
Course Hours # of Students
a.
b.
C.
d
2. |Fall
Course Hours # of Students
a.
b.
C.
d
3. ‘ Spring
Course Hours # of Students
a.
b.
C.
d
C. List any other specific assignments related to teaching
1.
2.
3.
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D. List any planned teaching innovations including the utilization of technology in
teaching and learning.

W NI

E. ADVISING
Number
Undergraduate
Masters
Doctoral Advisees
Doctoral Committee Chair
Doctoral Committee Member

1l RESEARCH AND SCHOLARLY ACTIVITIES

A. GOALS

HlW NI

B. PROPOSED PUBLICATIONS
(List publication in APA or other appropriate style for your discipline. In narrative,
describe your specific efforts if multiple authors are listed. Provide publication

timeline.)
C. PROPOSED PRESENTATIONS
D. PROPOSED GRANTS
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1l. SERVICE

A. GOALS

W NI

B. PROPOSED DEPARTMENT, SCHOOL, UNIVERSITY COMMITTEES
(Indicate any committees where you will hold a leadership role)

C. PROPOSED PROFESSIONAL ORGANIZATION COMMITTEES AND OFFICES HELD

D. PROPOSED SERVICE PRESENTATIONS OR FUNCTIONS
(List any workshops, non-product presentations, panels, board service, etc)

V. PROFESSIONAL DEVELOPMENT

A. GOALS

W INIE

B. LIST ANY PROPOSED PROFESSIONAL DEVELOPMENT ACTIVITIES
(Include professional conferences, university and non-university workshops)
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SECTION FOUR - Appendix

FINAL ACTIVITY REPORT SAMPLE
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2006-2007 Final Activity Report

I. Teaching

A. INSTRUCTION

Continue to scroll down.

1. List On Campus and Off Campus Course Numbers and Title. Indicate OL for off-campus overload.

| Course Number |

o Credit:'ﬂﬁ:‘;

Course Number

_ Course Title

-

Enrollment

OL

‘Spring 2007

- Credit Hours |

Enrollment
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2006-2007 Final Activity Report
Narrative

(Separate Word Document)

Name

Instruction

Research and Scholarly Activity

Service

Professional Development
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SECTION FOUR - Appendix C

CRITERIA FOR ANNUAL EVALUATION OF FACULTY
PURPOSE

The overall purpose of annual evaluation of faculty is to assess the performance and advance the
growth and development of each faculty member and the mission of the department, school, and
university. The ultimate goal is to build and sustain a culture of excellence in teaching, scholarship,
and service. To that end, the annual faculty evaluation provides two opportunities: 1) faculty self-
assessment on the accomplishment of approved work plan goals; and 2) evaluation of the faculty
member’s work in the context of meeting the missions of the department, school, and university as
well as the appropriate academic discipline. Based upon approved work plans/final activity reports
and the guiding principles reflected in the School of Education Procedures and Guidelines for
Promotion and Tenure and the University Roles and Rewards Policies, the annual evaluation provides
a yearly performance assessment that fosters on-going faculty development, promotes work plans
that are personally meaningful and consistent with institutional missions, and provides feedback
relative to meeting expectations for future promotion, tenure, and merit decisions. It is incumbent
upon department chairs to clearly delineate expectations for faculty and to mentor faculty members
toward effective accomplishment of approved goals.

The following more specific purposes provide direction for the annual evaluation of faculty:
= To enhance faculty development by promoting self-assessment

¢ Assists faculty in understanding the contribution of their work to the achievement of
personal and department goals

¢ Provides opportunity for the faculty member to evaluate work and place a value on the
work accomplished

¢ Gives an opportunity for the faculty member to communicate goals to be accomplished
over time and to determine the fit of work accomplished with longer-term goals

= To provide evaluation and feedback to enhance faculty development
¢+ Acknowledges and supports faculty work and contributions
+ Offers constructive feedback
¢+ Informs the faculty member of progress in meeting promotion and/or tenure guidelines
¢+ Gives qualitative feedback on work accomplished

¢+ Provides an opportunity to review faculty work over time and to provide feedback on the
continuity of the faculty member’s work and progression

¢+ Offers opportunity for mutual understanding of faculty member’s work from the
evaluator’s perspective and from the faculty member’s perspective
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¢ Targets resources to support faculty improvement

= To place the faculty member’s work in the context of contributions to the mission of the
department, school, university, and the individual’s academic discipline

= To assess and evaluate the faculty member’s activities and performance
¢ Provides a rating of the faculty member’s annual performance
¢ Informs salary merit determinations

¢+ Gives information concerning progress for advancing in rank and/or for obtaining
tenure

¢+ Informs, when appropriate, post-tenure review
¢ Offers information to shape the formation of subsequent year goals and objectives
CRITERIA FOR EVALUATION

The general criteria established in each area of faculty responsibility are intended to guide the faculty
member’s annual activity and to clarify value placed on work products. The SOE criteria are
grounded in standards of excellence that consider the difficulty of accomplishments, the quality and
innovation of activities reported, and the scope and impact of those activities on the academic
discipline, the department, and the school. The criteria in each area of responsibility are not
intended to be an exclusive list of activities, nor are faculty expected to address every criteria.
Instead, the criteria are intended to assist faculty members in defining effective ways to develop
professionally, taking into consideration evolving interests, faculty rank, additional administrative
responsibilities, and long-term goals.

CRITERIA FOR TEACHING

Four distinct categories as they contribute to teaching are presented: Delivery of Instruction;
Advising; Program Development; and Externship, Thesis, and Dissertation Guidance. Each category
may be assessed by considering preparation, implementation activities, and documentation. The
descriptors under each heading are meant as exemplars.

General Principles: The following are valued highly.

= |nstruction that reflects best practices

= Technology that is an integrated part of course delivery

= |nstructors who are successful at meeting program and course objectives
=  Advising that lea