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Mission Statement and Goals of Modern Language & Literatures

A. Preamble

In keeping with William & Mary's general policy of providing members of its
academic community with a formal declaration of their professional rights and
duties, itis the intention of the Department of Modern Languages & Literatures (MLL)
to describe those policies by which its members will be governed in their activities
within the Department.

For the purposes of the MLL Manual of Procedures and Policies, the term “voting
member of the Department” will be understood to refer to all full-time faculty on
annual contracts and all adjunct faculty who have been teaching in MLL at least two
semesters. Unless otherwise specified, all voting members of MLL are eligible to vote
on issues brought to department meetings and in all committees on which they
serve as representatives. In a limited number of cases, voting rights may be further
restricted to specific subsets of the members of MLL (e.g. tenure-eligible and tenured
faculty, solely tenured faculty, etc.). This may occur for issues that affect only a subset
of the entire department (e.g. revision of merit evaluation policies and procedures)
or for compliance with College-wide voting practices (e.g. Personnel Issues:
retention, promotion and tenure), etc.

Faculty members on leave (e.g. SSRLs) retain voting privileges and upon occasions
when they choose to exercise this right, their votes will replace that of the full-time
leave replacement faculty members on annual contract who have assumed their
teaching responsibilities. The complexities inherent in the organization of a
department as large and diverse as our own warrant the formulation of a series of
bylaws that will remain constant, regardless of periodic changes in administration
and personnel.

Our purpose in establishing a code of self-government stems from a desire to
guarantee each instructor an explicit statement of departmental procedures and
policies and to eliminate the insecurity and uncertainty that result from the
intricacies of unwritten regulations and practices. We are firmly committed to the
principle that all members of MLL, irrespective of rank and seniority, have a right and
a responsibility to participate actively in the governance of their department. The
form these responsibilities will assume, the bases on which they will be assigned,
and the manner in which they will be discharged are delineated in the following
pages.



B. Mission Statement

1.

The Department of Modern Languages & Literatures at William & Mary isthe oldest
program in modern languages in the United States. The department traces its
beginning to the establishment of a professorship in modern languages at William
& Mary in a curriculum reform instituted by Thomas Jefferson in 1779. Today that
single professorship has grown to nearly 50 faculty members offering courses in nine
programs: languages, literatures, cultures, and TESOL. Faculty members of every rank
are engaged in teaching at all levels, in study abroad programs, in a variety of research
activities, and in service to the university, the community and the profession.

MLL's commitment to teaching and research combines the best features of an
undergraduate program with the opportunities offered by a modern research
university. Effective teaching imparts knowledge and encourages the intellectual
development of both students and teachers. Quality research supports the
educational program by introducing students to the challenge and excitement of
original discovery and is a source of the knowledge and understanding needed for a
better society. These two components come together to create a stimulating learning
environment that fosters close interaction among students and teachers.

The cornerstone of a liberal-arts education is the development of critical thinking. It
is the mission of MLL to help students acquire language skills of a specific region as
well as linguistic awareness of their native languages; cultural knowledge of a target
area as well as a cross-cultural understanding; and analytical skills in reading and
writing. An MLL education prepares students to be citizens in an increasingly diverse
and globalizing world.

In pursuit of its mission, MLL offers bachelor’s degrees in Chinese, French and
Francophone, German, Japanese, and Hispanic Studies and contributes to programs
and degrees across the university, such as Asian & Middle Eastern Studies; European
Studies; Latin American Studies; Russian & Post-Soviet Studies; International
Relations; Film & Media Studies; and Gender, Sexuality & Women’s Studies. In
association with the Reves Center, the Department of Modern Languages &
Literatures sends students abroad every year to more than twenty countries.
Language houses on campus—Arabic, Chinese, French, German, Hispanic, Italian,
Japanese, and Russian—supplement the overseas experience by providing students
opportunities to use their language skills and to engage in cultural activities.

C. Goals of MLL

1.

In fulfilling its mission, MLL shares the following goals with the university:
a. toattract outstanding students from diverse backgrounds

b. to develop a diverse faculty that is nationally and internationally recognized for
excellence in both teaching and research;



to provide a challenging undergraduate program within the liberal arts
curriculum that encourages creativity, independent thought, and intellectual
depth, breadth, and curiosity;

to offer high quality programs that prepare students for intellectual,
professional, and publicleadership;

to instill in its students an appreciation for the diversity of the human condition,
a concern for the public well-being, and a life-long commitment to learning;

to use the scholarship and skills of its faculty and students to further human
knowledge and understanding, and to address specific problems confronting the
Commonwealth of Virginia, the nation, and the world.

Structure and Governance of MLL

A. The Department Chair

1. Method of Appointment

2.

The Department Chair is appointed for a term of three years by the Dean of the Faculty
of Arts & Sciences. Normally, a Department Chair shall not be appointed for more than
two consecutive terms. There is no limit, however, to the number of non-consecutive
terms s/he may serve. Prior to the appointment or reappointment of a Department
Chair, the Dean shall solicit the opinions of the faculty concerning the chairship.
Internal MLL procedures for the selection of the chair are outlined below

Selection Procedure

While the Dean of Faculty appoints chairs of academic departments, MLL has an
internal election to select its nominee for the position of chair. It is the hope and wish
of the department that the Dean will respect the choice of MLL as expressed through
balloting and discussion.

a.

Early in the fall semester during the last year of the current chair’s term, the Dean
will officially request that MLL select a new chair. Generally, the term of the new
chair will begin July 1 in the year following the election.

In the fall semester during the final year of the chair’s term, the Associate Chair
for Faculty Affairs will alert MLL of the need to select a newchair.

The current chair should notify the Associate Chair for Faculty Affairs of her or
his willingness to serve a second term. If the current chair is willing to serve
another term his/her name will be added to the slate of candidates. Should the



current chair NOT be willing to serve a second term, her/his name will be
removed from the list of potential candidates.

d. Because MLL's expectation is that all tenured faculty will make themselves
available to serve, the slate will be composed of all tenured Associate and Full
Professors. If a tenured faculty member is unwilling to serve, the person will
contact the Associate Chair for Faculty Affairs and ask to be removed from the
slate. The preference of the Administration is that, whenever possible, the Chair
hold the rank of Full Professor.

e. Once the slate has been finalized, a meeting will be arranged between MLL and
its Contact Dean to discuss selection procedures and any matters related to the
Department’s leadership. Because the current Department Chair will not attend
this particular meeting, the meeting will be chaired by the Associate Chair for
Faculty Affairs. Customarily, the Dean or his/her delegate has scheduled private
meetings with any members or groups of members of MLL who desire to speak
with the Dean about potential candidates. These meetings, if scheduled, will
follow the general meeting.

f. After meeting with the Deans, and at least two weeks after the candidates have
been identified, the department will hold a special meeting to select its nominee
for the position of Chair. Selection will be held by secret ballot. The Associate
Chair for Faculty Affairs will call this special meeting and, together with the
Personnel Committee Chair, shall count the ballots and announce the winner.

g. MLL's nominee will be selected by simple majority vote. Each voter will vote for
two, ranked candidates. The first ranked candidate will be counted first. If this
does not indicate a clear winner, the second ranked candidate will be added to
the total. In the event that there is still a tie, MLL will forward the names of those
tied for first place to the Dean for selection.

h. The name of the winner of the election will be announced to MLL immediately
following the vote, and results shall be transmitted to the Dean in writing by the
Associate Chair of Faculty Affairs.

i. All full-time continuing faculty will be eligible to vote for the new Chair.
3. Duties of the Department Chair

a. Toadminister the instructional program of the entire department in concert with
the Associate Chairs and the Policy Committee;

b. To implement departmental procedures and policies submitted by the various
language programs and approved by the Policy Committee;



To represent MLL at meetings with administrative officers of the university or
with representatives of other departments of the university;

To promote representation of MLL members on committees of the university or
of the Faculty of Arts & Sciences;

To oversee the evaluation of the academic or professional performance of all
members of MLL in accordance with the procedures and policies stipulated in
this manual and the Faculty Handbook; to make recommendations to the Dean
of the Faculty of Arts & Sciences concerning appointments, retention or
dismissal, leaves of absence, salary increases, promotion, granting of tenure, and
post-tenure review;

To serve as budgetary officer of MLL in cooperation with the Executive
Committee of MLL;

To produce a budget overview of the department at a spring faculty meeting;
To represent the department with development and donor relations;
To call and preside at meetings of the entire department;

To transmit to the appropriate language program the dossier of all applicants for
faculty positions;

To assign appropriate office space to every member of MLL following established
departmental guidelines;

To provide for the secretarial and other operational needs of MLL;

. The Department Chair cannot serve as Director of a Language Program except

under very specific circumstances; when a Language Program temporarily has no
tenured faculty member in residence, the Department Chair will serve as
Program Director.

B. The Associate Chairs

The Department Chair is assisted by two Associate Chairs: an Associate Chair for
Educational Policy and an Associate Chair for Departmental Affairs. The Chair and
Associate Chairs form the Department’s Executive Committee and, as such, ensure the
orderly functioning of the department as a whole.

1. Method of Selection, Term

a.

The Associate Chairs are elected by lecturers, senior lecturers, and TE faculty from
aslate of candidates presented by the Policy Committee and to which nominations
may be added from the floor at a spring department meeting. The Policy



Committee will strive to create a slate that ensures equal representation from
among the different sections over time. The Candidate for the Associate Chair for
Educational Policy come from the tenured faculty; candidates for the Associate
Chair for Departmental Affairs may come from tenured faculty and from among
senior lecturers.

b. The Department Chair then recommends to the Dean of the Faculty that those
elected be named Associate Chairs and receive an approved contractual stipend
for their services. Unless circumstances prevent them from doing so, Associate
Chairs will usually serve a term of three years. A special election may be called
whenever an Associate Chair must be replaced for special reasons such as
scheduled or unscheduled leaves.

2. Duties

a. The Associate Chairs assist the Chair in administering the department’s various
responsibilities in the areas of personnel, programs and activities. They act as a
consultative body whenever the Chair requests their assistance, as in the annual
merit review of faculty, budget, and budgetary supervision of the Department.
They also serve as “contact chairs” for programs, as specified below, to enhance
communication between the Executive Committee and the faculty.

b. The Associate Chair for Educational Policy is specifically charged with the
preliminary review of all curricular matters including course development, content
and scheduling. The Associate Chair for Educational Policy: serves as an ex-officio
voting member of the Policy Committee; maintains the educational content of the
pages of the university catalog pertaining to the department; oversees updates to
the department manual and the MLL blog; works with the office staff to prepare
the fall, winter, and summer course schedules; acts as the chair’s delegate in
signing students’ requests for automatic credit transfers.

c. The Associate Chair for Departmental Affairs is specifically charged with
facilitating the department’s services, programming, and online presence. The
Associate Chair for Departmental Affairs: chairs the department’s Web
Committee; manages the department’s Diversity and Inclusion plan; manages the
department’s online newsletter, Global Voices; organizes the department’s
homecoming events; organizes department workshops and coffee hours; serves
as the Chair’s liaison with the Language Houses.

C. Language Programs

1. A Language Program is composed of all members of MLL who regularly teach that
language/literature/culture.

2. The Program will conduct a continuing study of its educational program in the light of
current innovative developments in the field of modern foreign languages,



literatures, and cultures.

3. The Program will oversee the curriculum for both the regular and the summer
sessions.

4. The Program will forward to the Policy Committee for study and evaluation all
requests for changes in the curriculum before recommendations are forwarded to
the Committee on Educational Policy of the Faculty of Arts & Sciences.

5. When an announced vacancy in a Program offering a concentration needs to be filled,
the tenure-eligible and tenured program members form a committee of the whole
for selecting candidates to be interviewed, conducting the interviews, and choosing
the preferred candidate.

6. In Programs not offering a major, the Department Chair will appoint a search
committee including all tenure-eligible and tenured members of that program and
additional faculty from other languages and ranks as deemed appropriate.

D. Language Program Directors
1. Method of Selection

a. Members of each program will select a Director from among the tenured
members of the program during the spring semester. If there is only one tenured
faculty member in a program, s/he automatically becomes Director for that
program. The directorship will rotate among the tenured colleagues in each
language program.

b. If there is no tenured faculty member in residence in a language program, the
Department Chair will serve as Director of that program.

c. The expectation is that a Director will serve a minimum of three years, starting
July 1, and ending three years later on June 30.

2. Duties

a. To hold primary responsibility for advising concentrators in MLL and relevant
area-studies concentrators;

b. To evaluate transfer credit and assist students with placement questions;
c. To schedule all classes within the program;

d. Tosupervise the instructional program as approved by the Policy Committee
and the Department Chair;

e. To execute operational measures prescribed by the Policy Committee, the



Department Chair, and the Administration of the University;

f. Toassign equitably teaching and administrative duties after consultation with
language program members;

g. To facilitate the transition of newly appointed members into the language
program and the department and to assist in their institutional acculturation;

h. To encourage and promote improvement and innovation in their respective
language programs.

E. Departmental Meetings

1.

Department meetings occur once a month during the academic year. The agenda for
each monthly meeting will be announced by the Department Chair to the faculty a
week prior to meetings. Faculty and professional staff should submit issues for the
agenda at least one week before the scheduled meeting.

The minutes and votes of each meeting of MLL are recorded by the administrative
support staff and made available electronically to the entire department within 10 days
of meetings.

In addition to regularly scheduled department meetings, extraordinary meetings may
be called by the Department Chair or at the request of any five members of MLL.

MLL expects all department members to attend faculty meetings regularly and to
participate in the deliberations.

Voting by proxy is allowed at all meetings of the department, of the Language
Programs, and of other committees, with the exception of the Personnel Committee
and the Senior Personnel Committee.

lll. General Departmental Policies

All faculty are expected to familiarize themselves with the department’s best practices,
available electronically under “Faculty Resources” on the department’s website.

A. Syllabi

Members of MLL will distribute a syllabus to the students in their classes via the course’s
BlackBoard site and retain copies for their own files and for use in periodic evaluations.
Syllabi must contain information concerning grading policies, required course work, class
attendance, and participation. Syllabi must be saved to the departmental G-drive within
two weeks of the start of the class.

B. Final Examinations, Term Papers, End of Semester Projects, etc.



Members of MLL will give final examinations or written assignments in all courses. Faculty
should retain copies of final examinations or assignments for their own files and for use in
periodic evaluations. Student copies of the final examinations or assignments should be
kept by instructors for one full semester. When members leave the department they
should leave student copies of final examinations in the care of the Administrative & Fiscal
Supervisor.

Replacement in Cases of lliness or Absence

It is the responsibility of members of MLL to make appropriate provision for their classes
before leaving the campus for professional reasons, such as travel to conferences. In the
case of illness, members should contact the Program Director directly and request that a
replacement be found, whenever feasible. In all cases, the Departmental Main Office must
be notified if a class is canceled or if a substitute has been arranged.

. Teaching Load

1.  TE Faculty: the normal teaching load in MLL for all full-time, tenure-track members
will be four courses per year.

2. Non-Tenure-Eligible Faculty: the normal teaching load for NTE Faculty is three courses
per semester.

3. Adjunct instructor: adjuncts are hired on a per-course basis.

4.  Minimum Enrollment Policy: MLL adheres to a single minimum enrollment standard
and to a practice of canceling courses that have fewer than 5 students enrolled at the
end of the first week of classes. The approved policy includes the requirement that
Program Directors have a plan in place with designated backup courses that can be
added late should one or more of the scheduled courses not meet minimum
enrollment. Should a need for an exception to the policy arise, Program Directors may
petition the Executive Committee before the end of the first week of classes. Program
Directors must include in their petition both the rationale for the exception and the
program’s backup plan. Should the Executive Committee deny the exception, the
Program Director may appeal to the Policy Committee. The Policy Committee’s
decision isbinding.

Assignment of Courses during the Summer Sessions

Courses offered during the two summer sessions will be assigned by the Program Directors
and forwarded in writing to the Department Chair on the basis of a rotation formula that
takes into account seniority and then measures the number of years since each faculty
member has taught summer courses. Summer teaching assignments will be made so as to
maximize the number of faculty able to take advantage of this opportunity, prioritizing
those who have not taught summer courses for the longest period. Whenever possible,
summer teaching will be done by continuing faculty. Courses taught abroad or at another



institution will not be taken into account in determining eligibility or seniority for summer
teaching appointments.

F. Departmental Operations

The operational and administrative needs of MLL are implemented and coordinated by the
Department Chair, in consultation with the Associate Chairs, Program Directors, and
department support staff.

1. Administrative Support

Because the workload of the office staff in a large department isunpredictable,
requests for administrative help should always be made with at least twenty- four
hours’ notice. In all cases when questions arise, the Department Chair is the final
arbiter. The Administrative & Fiscal Supervisor and the Administrative Coordinators will
prioritize faculty requests for administrative assistance according to the following
order.

a. Department business and operations;
b. Business required of the Department Chair;

c. Processing of materials for use in multi-section courses: examinations, tests,
quizzes;

d. Processing of materials for use in individual courses: examinations, tests,
quizzes.

2. Student Assistance

In addition to the administrative staff, students may be employed to assist with copying
and scanning, library pickups, and returns. Faculty requests can be made by leaving
items in the department main office and providing instructions on the appropriate form;
requests for assistance also can be sent via email to mdll@wm.edu.

G. Other Department Support for Instruction

MLL endeavors to furnish instructional aids as needed (pending sufficient funding).
Faculty should consult with the appropriate office (STLI, IT, Reeder Media Center, Swem,
etc.) for information concerning tech resources that may be borrowed and used in the
classroom. Please note that all purchases of new equipment must be authorized by the
Department Chair.

H. Committees of MLL

Recognizing that interests and purposes vary from program to program and that certain
activities can be more efficiently performed within programs, the committees of the
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department will be divided into two categories: committees of the entire department
and committees within programs. It will be the duty of each committee to take action
and to make recommendations on matters outlined under various headings specified
below. These committees are expected to meet as often as needed in order to carry out
assigned obligations and, when pertinent, to furnish reports to members of the
department.

1.

Policy Committee serves as the main curricular advisory body of MLL and is charged
with discussing and forwarding policy recommendations on a broad range of
academic issues to the department for approval. Minutes of its meetings will be kept
and posted to the Departmental Blog site in a timely fashion.

a. Method of Selection: the Policy Committee will be composed of the Director of
each program. The Associate Chair for Educational Policy will serve as chair of this
committee and will vote only to resolve atie.

b. The functions of the Committee are: to review all curricular changes proposed by
language programs; to review all matters regarding departmental policies and to
submit them to the full department for approval; along with the Associate Chairs,
to serve as an advisory board for the chair of the department; to interpret and,
when necessary, revise the Department of Modern Languages & Literatures Policy
and Procedures Manual.

2. Language Houses Committee coordinates and facilitates the operations and sets

policies for the language houses. It advises on the expenditure of funds and
encourages cultural and educational activities that will enrich the intellectual life of
the residents.

a. Committee composition: the Language Houses Committee will be composed of
the Language House Advisors, the Department’s Language House Coordinator, and
the Associate Chair for Departmental Affairs. The members of this committee will
serve for a period of one year. The Committee will be co-chaired by the Associate
Chair for Departmental Affairs and the Language House Coordinator.

b. Responsibilities of the Language House Advisors:

i. promoting the participation of department members in the activities of
the language houses;

ii. assisting in the selection of language house international fellows and
residents;

iii. serving as advisors and liaisons to international fellows, including on
budget-related issues.



Web Committee is composed of a representative from each language program and is
chaired by the Associate Chair for Departmental Affairs. It is charged with developing
and maintaining the website and ensuring that all programs are represented in the
Global Voices Newsletter.

Awards Committee is charged with identifying faculty to nominate for teaching,
research, and/or service awards, prizes and professorships, and to facilitate the
nomination process. It will consist of three other faculty members elected at large for
a one-year term; the committee members will name a Chair. Tenure- eligible faculty
and Senior Lecturers may serve on the committee. Programs with and without majors
should be represented and at least one committee member should be a recipient of
a major award at the University. The three, one-year- term members are not eligible
for awards, prizes or professorships that year.

a. Upon receiving the first round of calls for nominees, the committee Chair will
email the full department faculty to solicit nominations. The Chair may choose
to send subsequent solicitations as necessary or desired. Anyone submitting a
nomination (including self-nominations) to the committee should address the
nominee’s fit for a particular award and be available to draft a letter in support
of the nominee. The committee will consider all nominations and decide which
nominee, if any, to advance on behalf of the department. All solicited
nominations are advisory; final decisions are the committee's alone. In reaching
these decisions, the committee will consider who is the strongest candidate for
a particular award. When the committee determines that there are multiple
candidates of similar promise, it will strive to spread nominations across the
faculty. All things being equal, it will prioritize those candidates who have not
yet been nominated or who have received fewer recognitions over the years.
Individuals not nominated by the Committee may submit a self-nomination.

b. Diversity and Inclusion Committee is chaired by the Associate Chair for
Departmental Affairs throughout their three-year mandate, and is composed of
one more faculty member, one staff representative, and no more than two
student representatives. It is charged with ongoing review of the department’s
efforts to improve diversity and inclusion in all areas, devising and implementing
projects to that effect, and compiling the MLL Diversity and Inclusion Action Plan
(itself comprised of each individual program’s action plans). Apart from the
Associate Chair, all the committee members are elected for one year.

¢. Honor Council Liaison will be elected by the department faculty to serve as
liaison with the Honor Council.

d. Library /Multi-Media Liaison will be elected by the department faculty to serve as
a liaison with Swem library, including the Swem Media Center.

e. Personnel Committee (see IV.A.1. below)



f. Senior Personnel Committee (see |V.A.2. below)
I. Mentorship of New Faculty

The Department of Modern Languages and Literatures takes a collegial approach to the
mentoring of new faculty and prioritizes their acclimation to William & Mary and the
Department and professional success. All new faculty can rely on the MLL Chair, Associate
Chairs, their Program Director, and senior colleagues both within and outside their home
program for advice and mentoring. Program Directors play a pivotal role in mentoring new
colleagues in their programs and serve as the primary mentors for adjunct and visiting
faculty in their programs.

Additionally, new tenure-eligible faculty and continuing NTE faculty on a Senior Lecturer
track shall have an officially designated mentor in MLL for the duration of their
probationary period. At the initiative of the Associate Chair for Faculty Affairs, a mentor for
each new continuing NTE and TE faculty member shall be designated by the end of the new
faculty member’s first semester in MLL in consultation with the faculty member and the
faculty member’s program director.

Officially designated new faculty mentors shall meet with their mentees at least once per
semester for a general discussion and shall make themselves available when needed to
offer appropriate advice about teaching upon visiting classes, curriculum development,
student relations issues, research agenda and publications, service and governance
activities, personnel issues (including preparation for scheduled reviews), familiarity with
relevant administrative policies and procedures, and the new faculty member’s morale,
among other matters. The content of communication between faculty members and their
official mentees is confidential - except where relevant mandatory reporting policies apply
— and shall not have a bearing on official personnel reviews.

IV. Personnel Evaluation

The policies and procedures for personnel evaluation in MLL are governed by the relevant
section(s) of the most recent version of the Faculty Handbook. From here to the end of this
manual all references to the Faculty Handbook will be made to this one link!. Evaluations are
conducted by the Personnel Committee or, when required, by the Senior Personnel Committee.
The chair of the Personnel Committee (or Senior Personnel Committee) will publish a calendar
at the beginning of the Fall Semester of each academic year, notifying faculty members and,
when appropriate, Program Directors, of deadlines and procedures of evaluation. The
Committee Chair will ensure that the evaluation is conducted so as to produce a decision within
the time constraints imposed by governing University policies.

Uhttps://www.wm.edu/offices/facultyaffairs/ documents/faculty-handbook.pdf
All references to the Faculty Handbook in the department manual can be found at this link.



https://www.wm.edu/offices/facultyaffairs/_documents/faculty-handbook.pdf

A. Composition of the Personnel and Senior Personnel Committees
1. Personnel Committee

Elections for the Personnel Committee are conducted in the spring semester as follows:
five tenured faculty members are elected at large by the faculty. The Associate Chair for
Faculty Affairs serves as a non-voting, ex-officio member of the Personnel Committee for
the duration of his/her term. The Personnel Committee elects a chair from among its
members; the chair must be elected by the last day of classes every year and oversees
the external review process for tenure cases to be considered by the committee that
year.

2. Senior Personnel Committee

a. The Senior Personnel Committee consists of MLL Faculty at the rank of Full
Professor. A minimum of three Full Professors is necessary toconduct a review. In
cases where there are fewer than three Full Professors from MLL on campus, the
Department Chair will consult with the Dean of the Faculty of Arts & Sciences and
the candidate and nominate a Full Professor from a related field to serve on the
Committee. In cases where there are more than three Full Professors on campus
able to serve, elections will be held in the Spring semester following the same
process used to constitute the Personnel committee.

b. The Department Chair may attend meetings of the Personnel and Senior
Personnel Committees as a non-participating observer in order to remain fully
informed of the specifics of a personnel case. The Department Chair does not vote
as part of the relevant constituency for tenure andpromotion.

B. Evaluation Types and Procedures
1. Merit Evaluation:

The Chair of MLL in consultation with the Associate Chairs will conduct annual merit
evaluations of the continuing tenure-eligible and tenured faculty members of the
Department, as well as of all full-time teaching faculty. The Chair is evaluated annually
for merit by the MLL Personnel Committee. Adjunct faculty do not participate in merit
evaluation.

The department recognizes a qualitative difference between, on the one hand, the
determination of research active status and the measure of research activities listed
herein for merit review and, on the other hand, what constitutes tenure- and promotion-
worthy research output. Given the limited nature of the review conducted when
determining whether a faculty member is “research active” and when assigning points
through the annual merit review process, research active status and/or meritorious
annual evaluations do not guarantee tenure or promotion.



a. Annual merit evaluations of the Associate Chairs will be conducted by the Chair
of MLL. Annual merit evaluations shall consider performance in teaching,
research, and service/governance in accordance with the guidelines for faculty
evaluation in the most recent version of the Faculty Handbook. See Appendix 3
for details of merit evaluation.

b. Upon the request of the Department Chair at the beginning of the spring term,
each faculty member shall submit to the Department Chair, within a week of
receiving the request, a report summarizing teaching, research, and
service/governance activities and accomplishments during the relevant period,
as well as other pertinent information.

c. Each faculty member will receive a copy of their annual merit evaluation
(including mean, median, and standard deviation) and will be afforded one week to
respond to the merit evaluation before it is forwarded to the Dean of the Faculty
of Arts & Sciences. A copy of each annual merit evaluation will also be included
in the Department’s personnel files. Faculty are encouraged to schedule an
appointment with the Chair to discuss avenues for improvement.

C. Scheduled Performance Evaluations and Procedures
1. Class Visitations of all New Faculty

All new faculty shall visit a colleague’s class within the first month of their semester on
campus. An informal conversation about this observation will follow immediately. After
this first observation, and before midterms, all Program Directors (or a designated
substitute, who is either tenured faculty or in the case of a language class visit a Teaching
Professor ideally from the same section as the new instructor) shall observe a class
taught by any new faculty in their program and organize a meeting to offer constructive
feedback. Following this conversation, the Program Director (or the designated
substitute) will draft a letter about the new faculty’s teaching and submit this to both
the colleague and the Department Chair.

2. Probationary Tenure-eligible (TE) Faculty

Full-time tenure-eligible faculty (Assistant or Associate ranks).

Criteria follow the relevant sections of the Faculty Handbook, with emphasis on the
possession of appropriate credentials, and performance in teaching,
research/scholarship, and service. The rank of Assistant Professor is normally reserved for
entry-level tenure-eligible appointments of faculty holding a Ph.D. or possessing
equivalent experience. Depending on prior experience, new faculty appointments may
also be made at the rank of Associate Professor without tenure. In such cases, the
schedule for review and evaluation will be determined by agreement at the time of
appointment and included in the initial contract. The department recognizes a qualitative
difference between, on the one hand, the determination of research active status and the



measure of research activities listed herein for merit review and, on the other hand, what
constitutes tenure- and promotion-worthy research output. Given the limited nature of
the review conducted when determining whether a faculty member is “research active”
and when assigning points through the annual merit review process, research active
status and/or meritorious annual evaluations do not guarantee tenure or promotion.

a. Schedule: tenure-eligible faculty members are normally reviewed:
i. during the second semester (i.e., first-year retention),
ii. annually through the merit-evaluation process,
iii. in the third year (i.e., mid-probationary review),

iv. in the sixth year (i.e., tenure review)

b. First-Year Retention Review

All tenure-eligible faculty members are reviewed during their second semester of
teaching at the university. By the end of the seventh full week of the second
semester, the Chair of the Personnel Committee will request that first-year TE
faculty members submit within two weeks a dossier on a Blackboard site including
the following materials for review:

i. acurrent curriculum vitae;

ii. student course evaluations, including both written comments and
numerical summaries, from all courses taught at William & Mary;

iii. grade sheets, without student names, for all courses taught at William &
Mary;

iv. course syllabi for all courses taught at William & Mary;

v. a 1- to 2-page personal statement outlining research, teaching, and
governance/service at William & Mary

vi. a plan for future projects and activities in these three areas.

The candidate will have one week to respond in writing to the Committee’s report.
The Committee will discuss the candidate’s response and may, at its discretion,
amend the original report. The final Personnel Committee report, and any
responses made by the candidate, will become a part of the permanent personnel
file of the faculty member under review, and will be available to his/her Program
Director.

c. Mid-Probationary Review



Mid-probationary review is normally scheduled in the third year of TE
employment at the university. For those faculty members who arrive with

significant prior experience or who have been appointed to the rank of Associate
Professor without tenure, an earlier mid-probationary review may occur if it has
been agreed to at the time of the initial contract.? For procedures, refer to policy
specified by the Dean of Arts & Sciences regarding tenure and promotion.

Procedures in MLL: by the end of the seventh full week of the semester of the
scheduled mid-probationary review, the Chair of the Personnel Committee will
request that faculty members scheduled for mid- probationary review submit
within two weeks a dossier including the following materials for review:

i. current curriculum vitae;

ii. student course evaluations, including both written comments and
numerical summaries, from all courses taught at William & Mary;

iii. grade sheets (with students’ names removed) for all courses taught
at William & Mary;

iv.  course syllabi for all courses taught at William & Mary;

V. a personal statement outlining research, teaching, and
governance/service at William & Mary;

vi.  aplan for future projects and activities in these three areas;

i.  scanned publications or submission of the published book.

Vv

In its review, the Personnel Committee will focus on whether the faculty
member is making adequate progress towards the university’s criteria for
retention, promotion, and award of tenure (Faculty Handbook). Upon
completion of the review, the Personnel Committee will vote to recommend for
or against retention and forward its report and recommendation to the
Department Chair. The report of the Personnel Committee must include the vote
tally as part of a secret ballot for and against retention.

The Department Chair will write his/her own recommendation for or against
retention and will forward both reports to the candidate. The candidate will have
one week to respond in writing to either or both evaluations. The Personnel

2 The date of a faculty member’s mid-probationary review is always noted
in the Dean of the faculty of Arts & Sciences’ contract letter to the
candidate.



d.

Committee and the Department Chair will discuss the candidate’s response and
may, at their discretion, amend their original reports. If either of the reports are
amended, the faculty member will have the right to issue a “final response” to
the amended report.

The final Personnel Committee report, the Chair’'s recommendation, and any
responses made by the candidate, Personnel Committee, or Chair, will be
forwarded to the Dean of the Faculty of Arts & Sciences.

The Dean of the Faculty of Arts & Sciences will review the materials and forward
his/her recommendation to the Provost for final action by the Provost and
President. If a decision not to renew is reached, the procedures outlined in the
Faculty Handbook will be followed. Copies of all these materials will become a
part of the permanent personnel file of the faculty member under review and
will be made available to his/her Program Director.

Tenure and Promotion Review

Tenure review is normally conducted in the sixth year of tenure-eligible
employment at the university. For those faculty members who arrive with
significant prior experience or who were appointed to the rank of Associate
Professor without tenure, it is possible to negotiate a shorter probationary
period with the Chair of MLL and the Dean of the Faculty of Arts & Sciences at
the time of the initial contract.? For procedures, refer to policy specified by the
Dean of Arts & Sciences regarding tenure and promotion. For specific
departmental criteria see Appendix 2.

i. By the end of the seventh full week of the semester prior to the scheduled
tenure review, the Chair of the Personnel Committee will request that faculty
members scheduled for tenure review submit by the end of the final exam
period for that semester a dossier including at least the following materials for
review:

(a). current curriculum vitae;

(b).all student course evaluations, including both written comments and
numerical summaries, from all courses taught at William & Mary;

(c). grade sheets (student names removed) for all courses taught at
William & Mary;

(d). course syllabi for all courses taught at William & Mary;

3 The date of a faculty member’s tenure review is always noted in the Dean's contract letter to the

candidate.



(e). sample examinations, handouts, assignments, etc.;

(f). a personal statement outlining research, teaching, and
governance/service at William & Mary;

(g). a plan for the future in these three areas;

(h).a list of at least six potential external evaluators of the faculty
member’s scholarship, along with brief profiles of each and a
statement describing the candidate’s relationship, if any, to these
evaluators and stating that they have no personal or professional
stake in the candidate’s tenuring;

(i). copies of all candidate’s published works;

(j). @ copy of the MLL Personnel Committee’s mid- probationary
evaluation of the candidate;

(k). a table of contents of the dossier signed by the candidate and the Chair
of the Department of MLL.

(). In addition, candidates may request letters documenting their
contributions in the areas of research, teaching and service from
colleagues in MLL (but not from members of the Committee) and the
university.

The first order of business for the Committee is to draw up its own list of
at least six potential external evaluators of the candidate’s scholarship.
Whenever possible, at least one of the outside reviewers will be chosen
from a list of evaluators submitted to the Committee by the candidate.
Potential evaluators will not include the candidate's dissertation director
or dissertation committee members, frequent co- author(s), or other
individuals with whom a professional or personal relationship exists, such
that would cast doubt upon the objectivity of the potential reviewer.
Outside evaluators should come from programs, institutions, or agencies
of a quality commensurate with the reputation and standards of William
& Mary (Provost's Memorandum of September 10, 2006). The
Committee’s list will be shared with the candidate, who may, within one
week, request that the Committee strike the names of potential
evaluators who, in the opinion of the candidate, would not be able to
evaluate the candidate’s work, either because their scholarly competence
is in a different field or because of a clear methodological or personal
conflict. The candidate’s request to disqualify evaluators from the list
must be in writing. The decision to disqualify external evaluators will,
however, be at the Personnel Committee’s discretion. Finally, the
Committee will invite written appraisals of the candidate’s scholarship



from at least six outside evaluators and must receive at least four
evaluations in order for the review to proceed. All external evaluations
received will be included as part of the evaluation and placed in the file.
Should evaluations arrive after the Personnel Committee has concluded
its work, these evaluations will beforwarded to the Dean of the Faculty of
Arts & Sciences but will not be included in the Personnel Committee’s
deliberations.

The Chair of the Personnel Committee will write a standard letter to all
external evaluators who have agreed to evaluate the candidate, including,
at a minimum, the following information:

(a) the deadline for receipt of the evaluation;
(b) a statement on university policy regarding confidentiality of evaluation;
(c) arequest forthe reviewer’s curriculum vitae along with their evaluation;

(d) a request that they include in their evaluation, or as a separate
document, a brief description of their relationship to the faculty member
being evaluated and a statement that they have no personal or
professional stake in the candidate’s promotion or tenure; a copy of
those parts of the MLL manual which pertain to tenure and promotion.

The Chair of the Personnel Committee is responsible for sending the
candidate's curriculum vitae, personal statement and copies of scholarly
and/or creative works to the external evaluators.

(a) Upon receipt of at least four external evaluations, the MLL Personnel
Committee will conduct its review of the candidate’s accomplishments
in the three areas of teaching, scholarship and service as documented
in the dossier, and determine whether the candidate has satisfied or
exceeded the University’s criteria for tenure as defined in the Faculty
Handbook. The Committee’s report will be evaluative (i.e., not merely
descriptive) and will be based on all the data available, commenting on
the candidate's strengths and weaknesses and recording the
Committee's vote for or against tenure and promotion. The report will
also explain how theexternal evaluators were chosen (e.g., how many
were chosen from the list provided by the candidate, how many were
chosen from the list drawn up by the Personnel Committee, etc.), and
why these particular individuals were chosen. The Personnel
Committee relies heavily on the professional judgment of specialists in
a candidate’s field. However, the Committee, in all cases, reaches an
independent assessment of the candidate’s suitability for tenure that
gives appropriate weight to the external evaluators’ expertise.



v. The Committee will solicit letters of support from affiliated programs to
which the candidate has contributed. The Committee will draw up alist of
these programs and their directors. The list will be shared with the
candidate, who may, within one week, request that the Committee strike the
names of potential evaluators who, in the opinion of the candidate, would
not be able to evaluate the candidate’s work, either because their
scholarly competence is in a different field or because of a clear
methodological or personal conflict. The candidate’s request to disqualify
evaluators from the list must be in writing.

vi. In cases of strong disagreement with the Committee’s majority report,
members of the MLL Personnel Committee may prepare a minority report,
which will become part of the dossier.

vii. After completing its work, the Personnel Committee will make its written
report, including the vote and any dissenting reports, available to the
candidate, who will have a week to respond in writing before the reports
and all supporting documentation will be made available to the tenured
faculty of the Department. The candidate’s response will be appended to
the document, provided it is not limited to corrections of a clerical nature.
The Chair of MLL will convene a meeting no sooner than one week after the
candidate's dossier has been made available to the tenured faculty, to
discuss and vote on the Personnel Committee's recommendation for or
against tenure.* The Chair of MLL does not vote at this meeting.

viii. The discussion and vote of the tenured faculty will be on tenure (i.e., not
whether or not to accept the Personnel Committee’s report). The purpose of
this meeting is not to critique the document, but to debate the merits of the
candidate for tenure. Three members of the tenured faculty, elected at the
meeting, will prepare a summary of the discussion and a record of the vote.
The draft of the summary will be posted on the Blackboard site for the
colleagues’ review. The colleagues will have 24 hours to review and
recommend amendments to the draft version. This summary will preserve
the anonymity of the participants in the discussion and will become a part of
the complete dossier.

ix. Confidentiality: members of MLL’s tenured faculty may discuss neither the
contents of the candidate's dossier nor the substance of the discussion and
the arguments expressed by individuals at the meeting with any persons
outside the meeting at which a vote was taken. The summary of the tenured
faculty’s deliberations as prepared by the elected subcommittee constitutes
a personnel document to which only the tenured constituency and the
candidate should have access at the departmental level.

*Voting is restricted to tenured faculty who are at or above the proposed rank of the candidate.



X. The Department Chair will write a separate recommendation for or against
tenure, and promotion to Associate. After the meeting and vote of the
tenured faculty, the candidate will receive copies of:

(a). the vote of the tenured faculty recommending for or against tenure
and promotion, and the summary of the discussion;

(b).the recommendation from the Department Chair for or against tenure
and promotion;

xi. Within one week of receiving copies of the reports of the Personnel
Committee and the Chair, the candidate may request that the Personnel
Committee reconvene for the purpose of affording the candidate an
opportunity to respond to his/her evaluation. To ensure a permanent record
of his or her appeal, it is advisable that, in making this request, the candidate
present to the Chair of the Personnel Committee a written statement
responding to the report. The Personnel Committee will be convened no later
than one week after receiving this request. The Committee will discuss the
candidate’s request and may choose to amend its report. Whether or not the
Committee changes its report, the candidate’s statement becomes part of the
permanent dossier (i.e., is forwarded to the Dean of the Faculty of Arts &
Sciences).

(a) Likewise, the candidate will have one week to review and respond in
writing to the recommendation of the Department Chair. Whether or
not the Chair chooses to respond, this letter becomes part of the
permanent dossier (i.e., is forwarded to the Dean of the Faculty of Arts
& Sciences).

(b) Finally, the following materials will be forwarded to the Dean of the
Faculty of Arts & Sciences: the final report and vote of the Personnel
Committee; any dissenting reports of individual members of the
Personnel Committee; the summary of the tenured faculty’s discussion
and vote; the recommendation by the Department Chair; the
candidate’s responses to any of these reports; reports by the external
evaluators; a curriculum vitae for each of the external evaluators; a
copy of the letter sent to external evaluators; the candidate’s
curriculum vitae; the candidate’s personal statement; teaching
materials (e.g., syllabi, exams, assignments, grade sheets without
students’ names); student evaluations; copies of the candidate’s
published scholarship; letters of support from faculty colleagues at
William & Mary; a table of contents of collected documents signed by
the candidate and the MLL Chair.



3. Tenured Faculty

Full-time tenured faculty (Associate or Full Professors). Evaluations focus on teaching,
research/scholarship and service. The department recognizes a qualitative difference
between, on the one hand, the determination of research active status and the measure
of research activities listed herein for merit review and, on the other hand, what
constitutes tenure- and promotion-worthy research output. Given the limited nature of
the review conducted when determining whether a faculty member is “research active”
and when assigning points through the annual merit review process, research active
status and/or meritorious annual evaluations do not guarantee tenure or promotion.

Schedule: tenured faculty are reviewed:
i.  Annually through the merit-evaluation process,
ii. For promotion from Associate to Full Professor,

iii. Upon determination of the Department Chair or of the Dean of the Faculty
of Arts & Sciences (i.e., post-tenure evaluation under the standards
elaborated in the Faculty Handbook).

b. Requests for promotion to the rank of Professor will normally be considered after

C.

a candidate has completed six years of service at the rank of Associate Professor.
In the case of an Associate Professor, tenured or untenured, with prior
experience at another institution, a full six years at William & Mary may not be
required. A decision on the number of years will be made by the Dean of the
Faculty and the Chair upon request by the Associate Professor.

The faculty member wishing to be considered for promotion initiates the
evaluation process by making his/her request in writing to the Chair of the
Department in the spring semester. The Department Chair may initiate this
procedure by inviting an Associate Professor to come up for consideration, but
the decision to do so ultimately rests with the faculty member in question. The
procedure for promotion to Professor is essentially the same as for tenure and
promotion from Assistant to Associate Professor. For procedures, refer to policy
specified by the Dean of Arts & Sciences regarding tenure and promotion. For
specific departmental criteria see Appendix 2.

In the spring semester prior to the scheduled Promotion to Full Professor review,
the Chair of the Senior Personnel Committee will request that faculty members
seeking Promotion to Full Professor submit by the end of the final exam period
for that semester a dossier on a Blackboard site including at least the following
materials:

i. acurrent curriculum vitae;



.

ii. all student course evaluations, including both written comments and
numerical summaries, from all courses taught at William & Mary since
tenure, and from the professor’s previous institution(s) if service there is
counted towards tenure or promotion at William & Mary;

iii. grade sheets (without students’ names) for all courses taught at William
& Mary since tenure;

iv. course syllabi for all courses taught at William & Mary since tenure;
v. sample examinations, handouts, assignments, etc.;

vi. a personal statement outlining accomplishments in research, teaching,
and governance/service at William & Mary beyond the materials
submitted for tenure;

vii. a list of at least six potential external evaluators of the faculty member’s
scholarship, along with brief profiles of each and a statement describing
the candidate’s relationship, if any, to these evaluators and stating that
they have no personal or professional stake in the candidate’s promotion;

viii.scanned books, articles, and published works;
ix. atable of contents of the dossier signed by the candidate and MLL Chair.

X. In addition, candidates may request letters documenting their
contributions in the areas of research, teaching and service from
colleaguesin MLL (excluding members of the Senior Personnel Committee)
and the university, from alumni, colleagues at other institutions, etc. All
letters submitted will become part of the promotion dossier.

The Chair of MLL will convene a Senior Personnel Committee, consisting of a
minimum of three Department Faculty at the rank of Professor, who will conduct
the evaluation for promotion. In cases when there are fewer than three Full
Professors from MLL on campus, the Chair will consult with the Dean of the
Faculty of Arts & Sciences and the candidate and nominate Full Professor(s) from
related fields to serve on the Committee.

The first order of business for the Committee is to draw up its own list of at least
six potential external evaluators of the candidate’s scholarship. Potential
evaluators will not include any individuals with whom a professional or personal
relationship exists that might cast doubt upon the objectivity of the reviewer.
Outside evaluators will come from programs, institutions, or agencies whose
quality meets the criteria set forth by the Provost's current Memorandum.

The Committee’s list will be shared with the candidate, who may request, within
one week, that the Committee strike the names of potential evaluators who, in



the opinion of the candidate, would not be able to evaluate the candidate’s work
objectively, either because their scholarly competence is in a different field or
because of a clear methodological or personal conflict. The candidate’s request
to disqualify evaluators from the list must be in writing. The decision to disqualify
external evaluators will, however, be at the Personnel Committee’s discretion.

The Committee will invite written appraisals of the candidate’s scholarship from
at least six outside evaluators and must receive at least four evaluations in order
for the review to proceed. If possible, at least one of the outside reviewers will
be chosen from the list of evaluators submitted to the Committee by the
candidate. The Chair of the Senior Personnel Committee will write a standard
letter to all external evaluators who have agreed to evaluate the candidate,
including, at a minimum, the following information:

i. the deadline for receipt of their evaluation, which is normally the start of
the semester;

ii. assurance that the name of the reviewers and the institutions will be held
in confidence and will never be made available to the candidate;

iii. arequest that they include a curriculum vitae with their evaluation;

iv. arequest that they briefly describe their relationship to the candidate and
state that they have no personal or professional stake in the candidate’s
promotion;

The Chair of the Senior Personnel Committee is responsible for sending the
candidate's curriculum vitae, personal statement and copies of scholarly and/or
creative works to the external evaluators.

Upon receipt of at least four external evaluations, the MLL Senior Personnel
Committee, in accordance with the criteria expressed in the Faculty Handbook,
will conduct its review of the candidate’s accomplishments in teaching,
scholarship, and service, as documented in the dossier. In all cases, the
Committee’s report will be evaluative (i.e., not merely descriptive), commenting
on the candidate's strengths and weaknesses and recording the Committee's
vote for or against promotion. The Committee’s evaluation of the candidate’s
teaching will be based on three types of materials, and the Committee must
consider:

i. student evaluations,
ii. course syllabi,

iii. sample examinations (i.e., an analysis of course evaluations is not
sufficient evidence of either success or failure in the classroom).



The report will also explain how the external evaluators were chosen (e.g., how
many were chosen from the list provided by the candidate, how many were
chosen from the list drawn up by the Personnel Committee, etc.), and why these
particular individuals were chosen.

The Committee will solicit letters of support from affiliated programs to which
the candidate has contributed. The Committee will draw up a list of these
programs and their directors. The list will be shared with the candidate, who
may, within one week, request that the Committee strike the names of potential
evaluators who, in the opinion of the candidate, would not be able to evaluate
the candidate’s work, either because their scholarly competence is in a different
field or because of a clear methodological or personal conflict. The candidate’s
request to disqualify evaluators from the list must be in writing.

. After completing its work, the Personnel Committee will make its written report,
including the vote and any dissenting reports, available to the candidate, who
will have a week to respond in writing before the reports and all supporting
documentation will be made available to the Full Professor Constituency of the
Department. The candidate’s response will be appended to the document,
provided it is not limited to corrections of a clerical nature. The Chair of MLL will
convene a meeting no sooner than one week after the candidate's dossier has
been made available to the Full Professor faculty, to discuss and vote on the
Committee's recommendation for or against promotion to Full Professor. The
Chair of MLL does not vote at this meeting.

The discussion and vote of the Full Professors will be on promotion (i.e., not
whether or not to accept the Senior Personnel Committee’s report). The purpose
of this meeting is not to critique the document, but to debate the merits of the
candidate for promotion. Two members elected at the meeting will prepare a
summary of the discussion and a record of the vote. The draft of the summary
will be posted on the Blackboard site for the colleagues’ review. The colleagues
will have 24 hours to review and recommend amendments to the draft version.
This summary will preserve the anonymity of the participants in the discussion
and will become a part of the complete dossier.

Confidentiality: Members of the faculty may neither discuss the contents of the
candidate's dossier nor the substance of the discussion and the arguments
expressed by individuals at the meeting with any persons outside the meeting at
which a vote was taken. The summary of the faculty’s deliberations as prepared
by the elected subcommittee constitutes a personnel document to which only
the Full Professor Constituency and the candidate should have access at the
departmental level.

In cases of strong disagreement with the Senior Personnel Committee’s report,
individual Full Professors may prepare a minority report, which will become part
of the dossier.



g. The Department Chair will write a separate recommendation for or against
promotion and both recommendations will be shared with the candidate, who
will have a week to respond in writing to the Committee and/or the Chair. If the
candidate chooses to respond in writing to the Committee’s and/or Chair’s
recommendations, these documents will become part of the dossier that is
forwarded to the Dean of the Faculty of Arts & Sciences.

Finally, the following materials will be forwarded to the Dean of the Faculty of Arts
& Sciences:

Vi.

Vii.

viii.

Xi.

Xii.

xiii.

Xiv.

the final report and vote by secret ballot of the Senior Personnel
Committee;

any minority report;

the recommendation of the Department Chair;

the candidate’s responses to any of these reports;

reports by the external evaluators;

a curriculum vitae for each of the external evaluators;

a copy of the letter sent to external evaluators;

the candidate’s curriculum vitae;

the candidate’s personal statement;

teaching materials (e.g., syllabi, exams, assighments, grade sheets);
student evaluations for the period under review;

copies of the candidate’s published scholarship since tenure;

any letters of support from faculty colleagues at William & Mary;

a table of contents of collected documents signed by the candidate
and the Chair of MLL.

4. Adjunct Professor

a.

Part-time faculty who are paid by the course or for specific contracted service;
these positions are not eligible for benefits.

Adjunct professors are faculty with specified term contracts (regardless of rank),
hired on a per course basis, not to exceed 16 credits per calendar year. Contracts
may be for one semester or one academic year. These contracts are not



renewable, though adjunct professors may be issued new contracts for
subsequent years.

Adjunct professor contracts end on the date specified with no expectation of
renewal and therefore adjunct professors will receive no notification of non-
renewal.

Adjunct professors are required to possess at least a master’s degree and the
qualifications for teaching competently the courses assigned to them.

Evaluations, which are conducted by the specific language program in which the
adjunct professor teaches and reviewed by the MLL Personnel Committee, focus
solely on the area of teaching.

Schedule: adjunct professors are reviewed during the second semester of
employment and annually thereafter.

Procedure: adjunct professors will upload on a Blackboard site the following
documents:

i. anupdated curriculum vitae in standard format for the university;
ii. student evaluations for all courses taught in the period under review;

iii. grade sheets, without students’ names, for all courses taught in the
period under review;

iv. copies of syllabi and tests for all courses taught in the period under
review;

v. the program’s preliminary evaluation of the faculty member’s teaching
will include a class observation.

All material will be forwarded to the MLL Personnel Committee for review and
approval. The Personnel Committee’s evaluation will specify whether the faculty
member meets or does not meet expectations; its findings will be shared
with the Program Director and the candidate, who may respond in writing to the
Committee within one week of receiving it.

The program director, in consultation with the chair, decides the adjunct faculty
meets or does not meet expectations, based on student evaluations and/or
faculty teaching observation report.

Should an adjunct professor receive a “Fails to Meet” evaluation, the contract
may be terminated. Although the Personnel Committee can recommend for or
against rehiring an adjunct professor, final responsibility for rehiring or not
remains with the program faculty, the Chair of the Department, and the Dean.



5. Visiting Assistant Teaching Professor

a.

Full-time positions designed to fill temporary and short-term needs. Renewal of
visiting positions will be rare, and visiting positions are generally renewed for no
more than a few years. Visiting teaching faculty will normally be hired for 1 or 2
years. In addition to Visiting Assistant Teaching Professor, units may be authorized
to recruit at open rank (Visiting Assistant Teaching Professor, Visiting Associate
Teaching Professor, Visiting Teaching Professor).

Visiting faculty are full-time non-tenure-eligible faculty with specified term
contracts, regardless of rank. Visiting faculty are expected to possess the
qualifications for teaching competently the courses assigned to them.

Evaluations focus primarily on teaching and are based on the following
expectations:

i. Teaching: Three courses per semester (three- or four-credit courses as
assigned) unless otherwise specified through contractual agreement with
the Dean’s office.

ii. Minimal service required. If the position is renewed beyond one year,
commensurate departmental service is required.

iii. Professional Development: none required

iv. Schedule: visiting faculty who are continuing beyond the first year are
evaluated for merit following the annual merit evaluation process
described above (IV.B.; IV.C.).

6.  Assistant Teaching Professor, Associate Teaching Professor, Teaching Professor.

These are full-time, renewable appointments with the possibility of promotion.

a.

Teaching faculty positions originate when the Department or Language Program
has articulated a clear rationale as to how a long-term teaching faculty best
meets the curricular demands of the Department or Program in ways that a TE
line would not. Budgetary rationales are not sufficient for increasing the number
of faculty in this category.

New teaching faculty with renewable contracts will normally be hired for 3
years.

Subsequent contracts will be 3-5 years in length depending on rank: normally 3
years for renewal at the rank of Assistant Teaching Professor, normally 4 years
for the rank of Associate Teaching Professor, and normally 5 years for the rank
of Teaching Professor. These contracts will be renewable according to the



criteria outlined below.
d. Teaching Faculty Job Responsibilities

i. The standard teaching load for full-time teaching faculty is six 3-4 credit
courses per year, plus mentoring as appropriate.

ii. Assistant Teaching Professors spend 5% of their time on service
(approximately 2 hours a week)

iii. Associate Teaching Professors spend 10% of their time on service
(approximately 4 hours per week)

iv. Teaching Professors spend 20% of their time on service (approximately 8
hours per week)

e. Full-time teaching faculty at all ranks may choose to teach an additional course
or courses as overloads. They will be compensated for this work at the
appropriate adjunct rate for each course. The Dean must approve all overloads.

f. As members of the A&S faculty, full-time teaching faculty are expected to attend
department and program faculty meetings and Faculty of A&S meetings, to
participate in the life of their home units, to join in school or division-wide
gatherings, and to regularly interact and collaborate with other W&M faculty
and staff.

g. Teaching Faculty Renewal

i. For teaching faculty on renewable contracts, notification of renewal or
non-renewal shall be provided on the timeline specified in the Faculty
Handbook. Teaching faculty who are being renewed can expect a renewal
contract no later than the end of September of the final year of their
current contract. New appointments will begin on August 10 of the
following year.

ii. No TF contract will be renewed without evidence of continued institutional
need. For teaching faculty on 2-year renewable contracts, early in the fall
semester, the Dean’s office will provide the department/program with
data on historical and projected student enrollments in courses taught by
TF. For TF on renewable contracts of 3 or more years in length, these data
will be provided early in the spring semester of the penultimate year of
their contracts. These data will be used by the department/program as
part of their review of the need for renewal. Where renewal is requested,
the department/program will provide a narrative justification for the
renewal. Justification will be based on enrollment data, and also on
curricular need for courses to be taught by the faculty member (for



example, courses required for the major, COLL courses, or courses that
significantly enhance the breadth and depth of courses offered in the
unit). If the faculty member has consistently met expectations as defined
by the unit (see Section Merit for TF below) or if they have successfully
met benchmarks for improvement set during a mentorship program, they
are eligible for renewal.

iii. Requests for renewal for Assistant, Associate, and Teaching Professors will
be submitted to the Dean at the same time that requests for new TTE and
teaching faculty hires are due, usually in the spring.

iv. Requests to renew teaching faculty on contracts that are 3 years or longer
should be made one year in advance of the expiration date on the current
contract (i.e., for a contract of 3 years or longer ending May 2025, request
to renew with the new contract starting August 2025 should be made by
spring 2024, see above). The Dean, in consultation with the Vice, Associate
and Assistant Deans, will make the final determination on renewal. If a
teaching faculty member in a renewable position is notified that they will
not be receiving a new contract, they may request that the Teaching
Faculty Committee® review the matter and consider opportunities for
redeployment from the responsibilities of the previous contract to new
duties. Teaching faculty members who receive a notice of nonrenewal
may also follow Faculty Handbook procedures to grieve the nonrenewal.

h. Performance evaluations focus on teaching and on service. Some professional
development will also be taken into account. Expectations for Assistant Teaching
Professor, Associate Teaching Professor and Teaching Professor according to
which they will be evaluated are as follows:

Teaching: three courses per semester (three or four-credit courses, as
assigned); collaboration in pedagogy course (MDLL 401 and/or 412) as
necessary. Additional teaching related activities may include: development
of new courses; teaching independent studies; participation in University
Teaching Projects; teaching in a WM study abroad program; participation in
honors committees; guest lecturing.

Service: language house advisor; supervision of TAs and/or graders in
language programs, and commensurate departmental and/or
programmatic duties. Additional service activities may include: study
abroad program directorship; service on departmental committees, such as
the web committee; pre-major and major advising; service on Arts &
Sciences or university-wide committees; other service to the profession

> Or other body charged with this function if, after year 3 of implementation, FAS chooses to

dissolve the TFC.



(professional organization service, etc.)

iii. Professional Development: professional development is encouraged and
may include conference presentation and/or attendance; participationin
professional development workshops (pedagogical assessment or
technology-related fields); direction or participation in May Seminar or
University Teaching Project

iv. Type of review and review schedule:

().

(b).

(.

(d).

Annual merit evaluation: Teaching faculty are evaluated for merit
every year following the annual merit evaluation process described
above (IV.C.). Should a Teaching Faculty receive a “Fails to Meet”
expectationsin the merit evaluation in two or more of the years since
the beginning of the contract period, the contract may not be
renewed. If the final recommendation is against retention of the
faculty member, the procedures outlined in the relevant section of
the Faculty Handbook will be followed.

Department Chairs or Program Directors will report the score for
each TF AND whether a TF meets or does not meet the
expectations of their role within their unit. If the TF does not meet
expectations, a formal mentorship program with measurable
benchmarks for improvement will be instituted.” The mentorship
program will be created collaboratively between the teaching
faculty member; their Chair, Program Director, or supervisor; and
the A&S Dean’s office. If mentorship is needed, teaching faculty
may also consult with the Chair of the TFC to discuss performance
evaluations and devise strategies for improvement.”

“Progress towards meeting benchmarks will be assessed by the
Chair, Program Director, or supervisor, and the A&S Dean’s office
at the conclusion of the mentorship program. If benchmarks have
not been met, the contract will not be renewed. The final decision
on whether or not benchmarks have been met rests with the
Dean.”

“If a TF member does not meet expectations during an annual merit
review, and the time is insufficient to complete a formal
mentorship program with benchmarks for improvement before a
renewal decision is due, then when they are being considered for
renewal, their performance will be evaluated holistically (e.g.,
evaluations, peer observations, syllabi) across the duration of
service to William & Mary. This evaluation will be undertaken by
the Chair, Program Director, or supervisor, and the A&S Dean’s
office. If possible, the renewal decision should consider teaching



performance in the spring of calendar year following the merit
evaluation that did not meet expectations. The final decision on
renewal rests with the Dean. In cases of performance issues
requiring contracts to end prematurely due to alleged faculty
incompetence, neglect of duty, or misconduct, the processes
outlined in the Faculty Handbook shall apply.”

Promotional Processes

Listed below are the A&S guidelines for promotion of teaching faculty to be
incorporated into Department and Program personnel policies.

(a).

(b).

(c).

(d).

(e).

(f).

Promotion is not an automatic process and is at the choice of the
Teaching Faculty in consultation with their Department Chair and
Program Director. A person may stay in their rank as long as they
choose, and normal processes for renewal will apply as long as they
remain at that rank.

Promotion dossiers for teaching faculty in renewable positions may
be submitted when a position is due for renewal as part of the
request for renewal. Promotion is ordinarily considered at the second
renewal request at rank, though in exceptional circumstances, it may
be considered during the first renewal process.

Renewal of the contract must be approved following the process
outlined in (5.2 above) before a request for promotion can be
considered.

No faculty member will be promoted without a history of excellent
performance in the position. Excellent performance demonstrates a
commitment to growth, development, and improvement.

Given the culture of teaching excellence at W&M, “meeting
expectations” in annual merit scores is evidence of excellence.
Excellent performance in teaching should be understood within the
culture of the department or program, and teaching evaluations will
form part of this assessment. However, teaching evaluations should
not be the sole metric. Other means of demonstrating excellent
performance for promotion may include (but are not limited to) peer
observations, participating in pedagogical workshops, innovative
assignments, conference attendance, research to offer and bolster
new courses, mentorship, or supervising student projects.

Excellence in service should include diversifying one’s service
contributions and actively participating in the university community.
Excellence does not require exceeding the required contractual



percentages for service at rank.
(g). Promotion dossiers must include
(1) acurrent CV
(2) evidence of excellence in teaching (see suggestions above)

(3) a brief self-narrative (not more than 3 pages double-spaced, 12-
point font). The narrative should focus on teaching and service
(broadly defined to include department, university, and field).
This may include a discussion of how teaching has developed and
improved. For example, a TF may have updated courses in
response to student feedback or demonstrated other advances

(4) Research does not fall within the contractual responsibilities of
TF. However, in certain cases, research may be discussed for the
ways that it enhances teaching and service.

(5) If they choose, Teaching Faculty may upload on their site
additional materials in support of their teaching, service and
professional development. The Personnel Committee reserves
the right to request additional materials from the candidate that
are deemed necessary for the review.

(6) The MLL Personnel Committee will request from the Program
Director a short evaluative statement, including the results of
class observations in years 1 and 3 conducted by the Program
Directoror his/her designate.

(7) The dossier should also include a report by the MLL Personnel
Committee, a brief letter from the Chair, and a vote of all
tenured faculty and of TF at all ranks above the candidate, in the
department.

(8) Candidates for promotion must have a full calendar week to
respond to the committee report and the chair’s letter before
the dossier is submitted to the Dean. The response should be
included in the dossier.

(9) The Dean, in consultation with the Vice, Associate and Assistant
Deans, will make the final determination on promotion.

7. Post-Tenure Review

The performance of every tenured faculty member in the Department is reviewed
every year through the merit evaluation system. Post-tenure Review will occur when,



over a three-year period, a faculty member’s merit evaluations have been persistently
and significantly lower than those of the large majority of other members of MLL over
a three year period and lower than what can be reasonably expected of a faculty
member who is actively engaged in teaching, research, and service

a. Having the lowest merit evaluations in the Department, would not, by itself, be
sufficient cause for a Review. In accordance with the most recent version of the
Faculty Handbook, the Department Chair or the Dean of the Faculty of Arts &
Sciences may determine that a faculty member’s performance, as measured by
the standard merit evaluation system, during the most recent three-year period
has been unsatisfactory overall. With this finding, they will request a Post-tenure
Review.

b. The Dean of the Faculty of Arts & Sciences and the Chair, or the Dean of the
Faculty of Arts & Sciences, Chair, and Director in the case of a joint appointment
in an interdisciplinary program, will discuss the case and determine if there are
temporary, extenuating circumstances that account for the faculty member’s
low merit evaluations. The final decision on whether or not there should be a
Post-tenure Review rests with the Dean of the Faculty of Arts & Sciences. In the
event of such a request, the Department Chair will inform the member to be
reviewed in writing. The Post-Tenure Review will be performed by the MLL
Personnel Committee. Consistent with the Faculty Handbook, the Post-Tenure
Review shall commence by or before the beginning of the next academic year
and be completed by the end of the Fall Semester of that year; it shall consider
the faculty member’s performance in the areas of teaching, research, and
governance and/or service over the six years preceding the review.

c. In accordance with the Faculty Handbook, faculty members under review shall
be afforded a reasonable opportunity to present in person orin writing all relevant
information; shall have timely access to their personnel records upon request and shall
be afforded reasonable opportunity to respond to any material considered.

d. The faculty member under review will provide the Committee with a current
curriculum vitae, copies of publications, teaching evaluations and course syllabi,
a self-evaluation, and any other relevant evidence of performance during the
relevant period that the faculty member wishes to be considered (for example,
teaching portfolios, notices of awards, etc.); the Committee will also consider
the faculty member’s last six merit reviews.

e. The Personnel Committee’s deliberations will result in a finding that the faculty
member’s performance has been either “satisfactory overall” or “unsatisfactory
overall.” The basic standard for appraisal should be whether the faculty member
under review, fulfills conscientiously and with professional competence, the
duties appropriately associated with his or her position.

f. Consistent with the Arts & Sciences Post-Tenure Review Policy, unsatisfactory



performance in either research or in service may be offset by superior
performance in the other two categories; unsatisfactory performance in
teaching is sufficient to warrant a finding of “unsatisfactory overall.”

The Personnel Committee will forward its report to the faculty member and to
the Department Chair; the Department Chair will write a separate
recommendation, which will also be forwarded to the faculty member. The
faculty member will have ten days to review and/or respond to the report of the
Committee and the recommendation of the Department Chair, at which point
the report will be forwarded to the Dean of the Faculty of Arts & Sciences. All
procedures will be consistent with those outlined in the Faculty Handbook.

A copy of his or her Post-Tenure Review will become part of the faculty
member's personnel file. Should the Post-Tenure Review result in a finding of
“unsatisfactory overall performance,” the faculty member, in consultation with
the Personnel Committee, the Chair of MLL, and the Dean of the Faculty of Arts &
Sciences shall develop an “individual improvement plan” to address the area(s)
of deficiency.

The plan must be acceptable to the Personnel Committee, the Chair of MLL, and
the Dean of the Faculty of Arts & Sciences. Unless, upon the recommendation of
the Dean of the Faculty of Arts & Sciences, the Provost grants an extension, the
plan must be accepted no later than forty-five calendar days from the date the
faculty member receives notice of a finding of “unsatisfactory overall
performance,” as determined under the provisions of the most recent version of
the Faculty Handbook, or forty-five calendar days from the date the faculty
member receives notice that an appeal of such a finding has been denied,
whichever occurs last.

When agreement cannot be reached, the final determination of whether or not
an “individual improvement plan” is acceptable ultimately belongs to the Dean
of the Faculty of Arts & Sciences. The development of the plan, the preliminary
assessment of the plan, and the final assessment of the plan shall be consistent
with the processes outlined in the Faculty Handbook.

If a faculty member fails to submit in a timely fashion and in writing an
acceptable improvement plan, the Dean of the Faculty of Arts & Sciences, after
consulting with the Chair of MLL, may seek imposition of sanctions in accordance
with the Faculty Handbook. Sanctions (excepting dismissal) do not obviate
improvement in performance. The Dean of the Faculty of Arts & Sciences shall
also order revision and resubmission of the performance plan.

In cases of extreme recalcitrance, with the approval of the Provost, the Dean of
the Faculty of Arts & Sciences may institute dismissal proceedings for
misconduct or neglect of duty in accordance with the Faculty Handbook. Should
the Provost, on the basis of the final review, implement proceedings for sanction



or for dismissal, the faculty member retains the right of appeal following the
policies and procedures for appeals and grievances described in the Faculty
Handbook.

m. During the second semester after an individual improvement plan has been
accepted, the MLL Personnel Committee and Chair will complete a preliminary
assessment. The Committee and Department Chair will assess and report in
writing to the Dean of the Faculty of Arts & Sciences the progress made in
implementing the plan. A copy of this assessment will be given to the faculty
member and to the Provost and will be added to the faculty member’s personnel
file.

n. During the fourth semester after an individual improvement plan has been
accepted, the MLL Personnel Committee and Department Chair will complete a
final assessment. If the Personnel Committee, the Department Chair, and the
Dean of the Faculty of Arts & Sciences agree that the faculty member has satisfied
the conditions of the performance plan and has maintained “satisfactory overall”
performance, the report is entered into the faculty member’s personnel file. If
the faculty member has not satisfiedthe conditions of the performance plan or
if his or her performance is found to be “overall unsatisfactory,” the Provost, in
consultation with the MLL Personnel Committee, the Department Chair, and the
Dean of the Faculty of Arts & Sciences, will either order the creation of a
new individual improvement plan for the faculty member or implement
proceedings for sanction in accordance with the Faculty Handbook or for
dismissal for reasons of incompetence, neglect of duty or misconduct in
accordance with the Faculty Handbook.

o. If at any time during the term of the individual improvement plan the MLL
Personnel Committee, the Department Chair, and the Dean of the Faculty of Arts
& Sciences agree that the faculty member has failed to make a good faith effort
to implement the improvement plan, the Provost may institute dismissal
proceedings for misconduct or neglect of duty in accordance with the Faculty
Handbook. Any decision to impose a sanction (including dismissal) may be
appealed by the affected faculty member following the policies and procedures
for appeals and grievances described in the Faculty Handbook.

V. Joint Appointment
Joint appointments are subject to the Joint Appointment Policy for Arts & Sciences.
A. Definitions

i. A Joint Appointment is defined as an appointment in two or more
departments or programs. Tenure-eligible and tenured faculty may hold
joint appointments. Faculty holding joint appointments have a home
department and one or more host units (schools, departments or



programs). Joint appointments are all governed by a Joint Appointment
Memorandum of Understanding (JAMOU). For purposes of allocation of
resources, MLL makes the following distinctions:

ii. Faculty holding joint appointments with MLL as the home department
receive the typical privileges of tenured or tenure-eligible faculty of the
Department. These include voting privileges in Departmental meetings,
office space, access to Departmental supplies and equipment, and eligibility
for travel funds. For such faculty, the Chair of MLL, in consultation with the
host department, will initiate the procedures specified in the Joint
Appointment Memorandum of Understanding, will monitor steady progress
on procedural matters, and will transfer the necessary documents to the
Dean of the Faculty of Arts and Science's office in a timely fashion.

iii. Faculty holding joint appointments with MLL as the host unit should expect
that their home department/program will grant the typical privileges of
tenured and tenure-eligible faculty as noted above. Additional privileges in
MLL are negotiable between the candidate and the Chair of MLL. For such
faculty, the home department will initiate the procedures specified in the
JAMOU in consultation with the host department, will monitor steady
progress on procedural matters, and will transfer the necessary documents
to the appropriate Dean of the Faculty of Arts & Sciences’ office in a timely
fashion.

B. Expectations

1. The scholarship, teaching, and governance/service expectations of all faculty holding
joint appointments will be stipulated in an individual JAMOU for each candidate. The
terms of the JAMOU will be drawn up by the candidate in consultation with the MLL
Department Chair and approved by majority vote of the Personnel Committee and the
Tenured and Tenure-eligible faculty of MLL. The final document will be signed by the
faculty member holding the joint appointment and by the concerned
school/department/program dean/chair/director in both units, then forwarded to
the Dean of the Faculty of Arts & Sciences for approval.

2. For new hires, the terms of the JAMOU will be negotiated with the candidate by the
Chair in consultation with the Personnel Committee and approved by the home and
host department/program(s) and the Dean of the Faculty of Arts & Sciences before
the candidates are offered the position. Requests from existing faculty to transform
their position into a joint appointment must be approved by the Chairs of home and
host departments in consultation with the MLL Personnel Committee, ratified by a
majority vote of the Tenured and Tenure- eligible faculty of MLL, and approved by
the Dean of the Faculty of Arts & Sciences.

C. Structure of the JAMOU



The JAMOU must contain the following information:

i. If MLL is the home department, the expected teaching load, including the
number of courses per year to be taught in MLL, the courses to be cross-
listed in MLL, and the number of courses to be offered only in the host
unit(s).

ii. Inorder to ensure equity, jointly appointed faculty with a home in MLL are
expected to teach the same types of courses at the same level as those
offered by other tenured and tenure eligible faculty in the department,
including language courses, freshman seminars, culture and literature
courses.

iii. When a faculty member holding a joint appointment whose home is MLL
occupies a major administrative position (such as the Chair) in the home or
host unit, any resulting reduction in teaching must be negotiated and agreed
upon by the faculty member, the Chair of MLL, the Chair or Director of the
host unit, and the Dean of the Faculty of Arts & Sciences.

iv. Advising responsibilities should not exceed expectations for faculty
members of the same rank not holding joint appointments, nor should they
impinge upon advising responsibilities in the home unit. MLL will do its best
to ensure that an equitable distribution of advising responsibilities is
negotiated when the JAMOU is drafted.

v. Thetypes of scholarly and creative work expected of joint appointments will
be spelled out in the JAMOU. These expectations will be consistent with the
personnel policies of both home department and host unit.

vi. The JAMOU will offer assurance that governance/service responsibilities
will not exceed expectations for faculty members of the same rank not
holding joint appointments, nor that they will impinge on the governance
and service requirements of the faculty member for their home unit.
Expectations of balance and equity similar to those expressed above for
advising should also guide the imposition and acceptance of service
responsibilities.

vii. Should governance/service expectations become so excessive as to impinge
upon the operations of the home unit or the proper execution of the faculty
member's duties in other areas, the governance/service responsibilities of
the jointly-appointed faculty member should be lightened or altered for the
benefit of the home unit. Such a redistribution should be done in
consultation with the faculty member affected, the Dean of the Faculty of
Arts & Sciences, and the Chairs/Directors/Deans of both units.

D. Evaluation of Jointly Appointed Faculty



1. MLL will conduct evaluations of jointly appointed faculty members for whom MLL is
either the home or the host unit for annual merit evaluations, retention, promotion,
and pre-tenure and post-tenure reviews. When possible, these evaluations will be
combined with those produced by the second department or program into a final
recommendation. In the case of inconsistency or disagreement between the reports,
the relevant committees, Department Chairs and Program Directors or Deans will
meet to reevaluate the case and issue a "final recommendation."

2. When conducting annual merit reviews, the MLL Chair will monitor the
responsibilities of faculty holding joint appointments in the areas of teaching and
governance/service in order to insure equity in workload assignments. Any
adjustments in assignments will be negotiated in consultation with the MLL
Department Chair and the Chair or Director or Dean of the other departmentor
program or school.

3. The Chair of the home department will consult at least annually with the faculty
member holding a joint appointment as well as with the Dean of the Faculty of Arts
& Sciences and Chair, Director, or Dean of the host unit about the status and well-
being of the joint appointees and will carefully review the effectiveness of
communications and procedures relative to workloads, assignments of teaching and
governance responsibility, and other actions that affect joint appointees.

E. Stipulation of Mechanisms for Renegotiating Terms of JAMOU

1. When MLL is the home department, requests from a faculty member holdinga joint
appointment to change the terms of the JAMOU must be made in writing to the MLL
Chair. The MLL Chair will deliberate with the host unit(s) and the MLL Personnel
Committee and, if deemed appropriate, a revised JAMOU may be drawn up with
advice and consent of the faculty member in question. The renegotiated JAMOU must
be approved by the Dean of the Faculty of Arts & Sciences before it takes effect.

2. Requests from the home department or host unit(s) to change the terms of the
JAMOU must be approved by all parties, including the Chair and Personnel
Committee of MLL, the responsible parties in the other department/program/school,
and the faculty member holding the joint appointment. Revised JAMOUs must be
signed by the faculty member concerned and the Chairs/directors/deans of the
concerned departments/ programs/schools, then forwarded to the Dean of the
Faculty of Arts & Sciences.

3. AllJAMOUs will be included in the personnel file of faculty holding joint appointments
and made available to the Personnel Committee of the MLL Department in its
deliberations on annual merit review, tenure, promotion, and pre-tenure and post-
tenure review.

VI. Amendments



The present Manual may be amended in one of the following manners:

A By request of the Department Chair and after consultation with the Policy Committee.
In this instance, a call for a meeting of the entire department will be sent via email by
the Department Chair to each faculty, at least five working days in advance of the date
scheduled for the meeting. The call for this meeting will contain the text of the
proposed amendment(s). The vote will be by written ballot or absentee ballot (which
must be submitted to the Department Chair in advance of the meeting at which the
vote will be taken). Absentee ballots will be counted in the presence of the members
of the department. The amendment(s) will pass if it (they) receive an affirmative vote
of the majority of those present at the meeting and those voting by absentee ballot.

B. By request submitted to the Department Chair by any five members. In this instance,
the provisions stipulated in paragraph 1. above will be followed.

Vil. Memorandum

Following review by the PRC and PPC, the manual was approved on 11 February 2019.
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Following review by the PRC and PPC, the manual was approved on 11 February 2019.

VIIL. Appendix 1

A. Definition of Research-Active Faculty as approved by the Faculty Research Committee



The Department of Modern Languages & Literatures recognizes the value of
substantive, peer-reviewed publications, in book or article form, as evidence of research
activity in its faculty members. It also considers other forms of activity, provided they be
substantive and peer-reviewed, as a part of the profile of its tenure- eligible professors
and has therefore incorporated these elements into the definition that follows:

For the purposes of awarding scheduled research leaves, MLL considers to be “research
active” a full-time, Tenure-Eligible faculty member who has, over the five-year period
preceding the research leave, established a scholarly record comprised of either a peer-
reviewed book or three peer-reviewed articles. By “scholarly record” MLL means either
published scholarship or scholarship accepted for publication. MLL also considers the
following kinds of scholarshipto be the equivalent of a single article: a successful,
competitive regional, national or international grant or two substantial conference
presentations as a substitution for one of the three articles. All forms of peer-reviewed
scholarship not explicitly mentioned here (such as book/film reviews in a scholarly
journal, invited lectures, evaluation of an article for a scholarly journal, i.e. all items listed
under " research" in the Merit Form) may be considered, but require an internal review
by a three- person committee appointed by the department Chair to determine if they
are of publishable quality and to what extent they may therefore be regarded as
contributing to a "scholarly record" of publication.

Full-time, Tenure-Eligible faculty members not meeting the above criteria will be
ineligible to receive a research leave until the above conditions are met. A finding of
“research active” does not guarantee tenure or promotion.

IX. Appendix 2
A. Criteria for Tenure and Promotion to Associate Professor

These general criteria apply to all personnel evaluations of TE faculty including mid-
probationary, tenure and promotion to the rank of associate professor, and promotion to
full professor reviews.

The basic criteria to be employed in evaluations of faculty members for recommendations
affecting retention, promotion, and the award of tenure are stated in the Faculty Handbook:
possession of the professional education, experience, and degrees appropriate or
necessary for their duties; conscientious and effective teaching with proper command of
the material of their fields, and helpfulness to their students; significant contributions to
their fields through research and scholarly or creative activity, and through professional
service; and responsible participation in university governance.

B. These Criteria pertain to members of MLL as follows:



1. Degrees and Experience

In MLL, the possession of the doctorate is a prerequisite to promotion to the rank of
assistant professor. The individual who joins the faculty without the terminal degree
will not be retained beyond two (2) years unless the degree is attained before the
end of the fourth semester at William & Mary.

2. Research

A successful case for tenure and promotion to Associate Professor requires a
coherent and sustained record of refereed publications commensurate with the
standard of the candidate’s discipline(s) that establishes an expertise in one or more
fields. At the time of tenure review, recent successful candidates for tenure have
produced a book-length study and/or assembled a substantial body of refereed
publications showing a clear evolution of scholarship beyond the scope of the
dissertation. The Committee recommends that a tenure candidate working on a book
manuscript continue to publish refereed articles and present at scholarly meetings,
so that the review of research at the time of the tenure evaluation not depend
entirely on publication of the book manuscript. For more examples of the types of
scholarship and creative work that may be included in the tenure dossier, please refer
to the department's faculty manual section on merit.

3. Teaching

In the area of teaching, a successful case for tenure and promotion to Associate
Professor requires a record of continuing development as an effective teacher.
Evidence of effective teaching is provided through peer and student evaluations,
sample syllabi and other course related material such as tests, assignments,
BlackBoard sites, etc. For more examples of a record of consistent effectiveness as a
teacher and broader contribution to the teaching mission of thedepartment and the
university, please refer to the department's faculty manual section on merit.

4. Governance/Service

Candidates for tenure and promotion to Associate Professor will have evidence of
departmental and some university-wide service. Freshman advising and service to
interdisciplinary programs are considered university-wide.

C. Specific Criteria for Promotion to Full Professor
1. Research

A candidate for promotion to Full Professor should present a strong record of
scholarly publication completed since the tenure evaluation, through a research



2.

dossier (the equivalent of a monograph and/or an assembled body of substantive
peer-reviewed articles and/or creative publication) that clearly defines a coherent
research field and is indicative of an established reputation in the field. This dossier
should furthermore demonstrate clear evolution of scholarship beyond that
evaluated for the tenure review.

Teaching

Candidates for promotion to Full Professor are expected to have a strong record of
informed, skilled, and effective teaching as reflected by peer and student
evaluations, syllabi and tests, participation on examining honors thesis committees,
direction of theses, the creation of new courses, and the like.

Governance/Service

It is expected that candidates under consideration for promotion to the rank of Full
Professor will have strong evidence of service at the departmental level and beyond.
Such a record of effective governance and service in departmental, Arts & Sciences,
and university governance may be documented through participation in committees,
sponsorship or direction of educational programs, authorship of substantive reports
that contribute to the university’s educational mission, service in administrative
roles, and the like. Service to the profession beyond the university, while
encouraged, cannot replace university service.

Special Consideration of Cases with Added Emphasis on Teaching and
Governance/Service

The Department may recommend for promotion faculty members with a more
modest research record if the faculty member has a sustained record of exemplary
teaching and service over a long period, usually at least 15 years since the award of
tenure, and has the support of a commanding majority of the Full Professors in the
Department. The faculty member’s research, even though it may be smaller in
quantity than is normally the case, will also be considered as part of the case for
promotion, and should be solid. External reviewers will be provided with a copy of
this paragraph to clarify that they are being asked to review a candidate for
promotion under special circumstances.

Promotion to Professor Emeritus

An Associate Professor or a Professor nearing retirement who wishes to be
considered for promotion to Professor Emeritus should let the Department Chair
know by November 15 of his or her last year. The Personnel Committee will then
prepare a recommendation which, with the candidate's c.v., will be due at the Dean's
office no later than 90 days before the final meeting of the Board of Visitors in that
academic year. The criterion for the Department's recommendation for promotion to
Professor Emeritus will be long and devoted service to the university as a good and



dedicated teacher who has excelled in at least one of the three areas of teaching,
scholarly/creative endeavor, and governance/service.
X. Appendix 3
A. Merit for tenure-eligible and tenured faculty

1. The Chair of MLL, in conjunction with the tenured members of the Executive
Committee, evaluates tenured and tenure-eligible faculty according to the following
principles.

The normal distribution of merit points in the Department of Modern Languages &
Literatures is:

a. For tenure-eligible faculty

Teaching 6
Research 6
Service 3

b. For tenured faculty

Teaching 5
Research 7
Service 3

2. Each faculty member will specify on their merit form which scale should be used. A
choice of 7 in teaching duties will reflect an exceptional commitment to teaching
beyond the normal teaching load of 2/2 (including, for example, supervision of
independent studies, Honors Theses, Monroe projects, international & domestic
undergraduate field research projects, and summer courses, etc.). A choice of 7 in
research will also reflect an exceptional commitment to research (a book, articles,
and conferences, for example).

3. Fortenured faculty: All deviations from MLL’s normal distribution of merit points must
be agreed upon by the Chair, the (TE) Associate Chairs and the faculty member in
guestion at the beginning of the school year, for the next calendar year of merit (i.e.,
in August of year X, for merit of professional activities in calendar year [X+1]). Only
new Chairs and Program Directors may request a flexible merit arrangement
retroactively if they are appointed too late to request it in advance.

4. A tenured faculty member requesting a flexible merit arrangement that varies from
the standard 6-6-3 merit distributions described above, will submit a request to the
Department Chair in August. The alternate merit arrangement, if approved, will take
effect for the following calendar year. The Chair will consult with the faculty member



10.

11.

within ten days of receiving the description and justification. When the relevant
individuals are in agreement, a copy of the description and justification will be sent to
the relevant dean. The dean has final approval of the request for the alternate merit
scale.

A request to increase the weight placed on teaching must include an explicit
justification for the alternate merit distribution as well as a clear identification of
what that distribution would be (how many points will be allocated for teaching in
the merit evaluation). There are parameters for any such request: (a) on the 15-point
meritscale, the points allotted for teaching should not rise above 9, and (b) no faculty
member may reduce his/her teaching course load below the departmental norm of
two courses per semester. An increased allocation for merit points to 8 or 9 points
for teaching will be accompanied by a corresponding increase in teaching
responsibilities.

Afaculty member may petition the Chair to be evaluated on 4 points for service in rare
cases of especially heavy faculty governance and service responsibilities.

In cases where a faculty member’s publications exceed what is required for 6 points
out of 6 for Research in any given year, that faculty member may defer taking credit
for the superabundant scholarship for up to two years; this policy encourages faculty
members to publish their scholarship promptly.

Any tenured colleague who has been designated “non-research active” or who does
not “meet expectations” in the area of research in their merit evaluation for three
consecutive years will be required to teach one additional 3-credit course the
following year. They will be evaluated on a flexible merit scale in which more weight
will be given to teaching.

A faculty member may not opt to, nor be required to teach an additional course for
more than two consecutive years so that they will have the opportunity to re-engage
in research and scholarship.

The MLL Personnel Committee evaluates the Chair of MLL according to the following
15-point scale: Teaching 5: Scholarship 5: Service/Governance 5 or the Chair can ask
for an alternate merit arrangement.

Teaching is evaluated according to the following system: The score (out of 5 points)
on the student course evaluation’s question: “How would you rate the instructor’s
teaching overall?” will be converted according to the following formulas:

a. forthe traditional scale for teaching, the score out of 5 will be normalized
to a 4-point scale;

b. to keep the same ratio (% based on course evaluations score vs additional
points towards the final score, i.e. 6, or 7, or 5);



c. for Teaching on 7: one takes the score out of 5, divide it by 5 and then
multiply by 4.66;

d. forTeachingon 5: take the score out of 5, divide it by 5 and multiply it by 3.33;
e. forTeachingon 3: take the score out of 5, divide it by 5 and multiply it by 1.95;

12. Additional points up to a total of 7 shall be awarded based on the Chair’s evaluation
of faculty performance in the following areas:

a. new courses,

b. honors thesis director,

c. undergraduate research lab director,
d. independent study courses,

e. unpaid additional courses,

f. paid additional courses,

g. guest lectures,

h. May seminars,

1. university teaching project,

J. summer institutes (e.g. NEH),

k. honors thesis reader,

1.  Monroe advisor or project’s advisor,
m. miscellaneous/other.

13. Although any faculty member may receive a perfect merit score of 6 or 7, such a score is
usually reserved for those whose accomplishments in teaching during the period
evaluated are outstanding.

14. Research is evaluated on the basis of publication of scholarly work or creative work,
presentations of papers at scholarly conferences, invited lectures, and submitted grant
applications. A perfect merit score of 6 or 7 may be awarded to a faculty member who
has demonstrated extraordinary productivity during the period evaluated.

15. The criteria for merit mirror those for the department’s SSRL definition for research active
faculty. In considering merit, the department makes a distinction between refereed and
non-refereed publications, with priority given to the former. Below is a list of research



activities that will be considered.
a. single-author published monograph;

b. edited volume (where the faculty member; contributes the concept,
introduction, and one article);

c. book-length literary or academictranslations (where faculty member is
the translator);

d. textbooks;
e. publication of a critical edition;
f. publication of a creative work;

g. creation of a significant media work (film, hypertext, InfoBase, image
collection, image-based full text project);

h. refereed publications in periodicals;
i. refereed electronic publications;

j. refereed chapters in books;

k. refereed conference proceedings;

I.  successful competitive regional, national, or International grant (e.g.
NEH, Guggenheim);

m. guest editor of a special volume/issue of scholarly journal;
n. book manuscript submitted for consideration;
o. book manuscript accepted for publication, book forthcoming;

p. article manuscript submitted or accepted for publication, article
forthcoming;

g. scholarly paper/talk;

r. conference/panel/workshop organizer;

s. book/film review;

t. external book/dissertation manuscript review;

u. external review of article;



16.

17.

18.

19.

v. translation of short text (where faculty member is the translator);
w. Encyclopedia entry;

X. Article in conference proceeding, non- refereed;

y. Editor of a book series (if not considered under Service);

z. Editor of a scholarly journal;

aa. regional, national, or international grant application submitted;
bb. W&M grants awarded (SSRL, summer grant, etc.);

cc. Invited lecture;

dd. Outside evaluators of a tenure/senior promotion case;

Publication of a single-authored monograph will receive 6 merit points the year of
publication and for the four subsequent years;

Publication of a scholarly edited volume, scholarly translation (where faculty member
is the translator), textbook, critical edition, transcription, or book-length creative
work attributed to one individual will receive 6 points for the year of publication and
for the two subsequent years; co-attributed works will be evaluated on a case-by-case
basis by the executive committee.

Publication of a refereed or similarly reviewed article, production of a significant
media work (film, hypertext, infobases, image collection, image- based full text
project), or translation of a faculty member’s book published in another language will
receive 6 points the year of publication.

Service and Governance are evaluated on the basis of Departmental and University
committee assignments and administrative tasks undertaken for the benefit of the
Department, the University and the scholarly community. The maximum award of 3
points for service is reserved for those very few faculty members whose performance
in this area shows extraordinary dedication to the Department, University or
professional discipline. Below is a list of service/governance activities that will be
considered;

a. Program Director,
b. Committees,
c. Associate Chair,

d. Study Abroad Director,



e. Elected positions in a regional or national scholarly/professional association,

f. Official designation as an advisor (freshman/pre- major/transfer/major; or
MLL new faculty mentor),

g. TAsupervisor,

h. Editor of a book series (if not considered under Research);
i. Journal editor,

j. Outside evaluator of another university/department

20. Each faculty member will submit all relevant information using the appropriate
merit worksheet found found in W&M Box:
https://wm1693.box.com/s/zbjc40p96d058py4dx2lgfkpfdOk5jdl

21. Once the Chair has prepared an initial evaluation based on the criteria outlined
above, they will meet with the (TE) Associate Chairs for the purpose of determining
a definitive merit score for each faculty member under review. The Chair will provide
a copy of this document, including the 100-word narrative of each faculty member’s
accomplishment, to the faculty member according to the schedule outlined above.

22. In determining their ratings, the Chair and (TE) Associate Chairs will observe the
following rating scale.

a. Teaching and Research:

i. 5-6-7 exceeds
ii. 4 meets
iii. 1-3 does not meet

b. Service

i. 3 exceeds
ii. 2 meets
iii. 1 does not meet

23. Given these qualitative scales, MLL recognizes that final merit scores signify the
following:

a. 13,14, and 15: a faculty member exceeds departmental expectations. (Scores of
14 and 15 are reserved for those who demonstrate truly remarkable
performance in teaching and research, as well as strong performance in the
service area).

b. 10, 11, and 12: a faculty member meets departmental expectations.


https://wm1693.box.com/s/zbjc40p96d058py4dx2lgfkpfd0k5jdl

c. Below 10: a faculty member does not meet departmental expectations.

24. Faculty members who are on SSRL, LWOP for purposes of research, or externally

funded research leave for a semester or calendar year will have their teaching and
service points continued from the previous semester or year on leave according to
the following:

a. For faculty who are on research leave for one semester out of the calendar
year being evaluated: In teaching and service, the department will annualize
the one semester’s worth of teaching and service work done by the faculty
member, i.e., will act as if the faculty member had done exactly the same
thing in the semester when they were gone as when they were here. In
scholarship, the faculty member will be evaluated on the basis of the full
year’s contributions, just as if they were not on leave.

b. For faculty who are on research leave for both semesters of the calendar year
being evaluated: In teaching and service, the department will average the
faculty member’s scores from the previous two years in which the faculty
member was not on leave. In scholarship, the faculty member will be
evaluated on the basis of the full year’s contributions, just as if they were not
on leave.

C Faculty members on LWOP for other than research and faculty members on
medical or family leave are awarded the average of their service, teaching,
and research points over the three previous years, or, at their discretion, the
normalized average of the department. Under unusual circumstances, the
department may determine that the faculty member may be fairly evaluated
on another basis.

B. Merit for Teaching Faculty

1.

2.

The Chair of MLL, with the assistance of the Executive Committee, evaluates Teaching
Faculty in the areas of teaching and service. The distribution of merit points for
Teaching Faculty in the Department of Modern Languages & Literatures is:

a. Teaching 6
Service 3

Teaching is evaluated according to the following system: 4 out of the possible 6 points
come from normalizing the score on the MLL student course evaluation’s question:
“How would you rate the instructor’s teaching overall?” The MLL Office will calculate
the mean for each faculty.

Additional points will be awarded based on an evaluation of faculty performance by
the Chair and the Executive Committee in the areas below:



a. Teaching:
i. new or substantially revised courses,
ii. honors thesis director or committee member,
ii. 3..unpaid additional courses,
iii. 4.. paid additional courses,
iv. guest lectures,
v. 6.. Monroe project’s advisor,

vi. professional development (workshop, conference, “May” seminar, University
Teaching Project, publication)

vii. pedagogical contributions not captured above.

b. Service and Governance are evaluated on the basis of Departmental and
University committee assignments and administrative tasks undertaken for the
benefit of the Department, the University, and the scholarly community. The
maximum award of 3 points for service is reserved for those very few faculty
members whose performance in this area shows extraordinary dedication to the
Department, the University, or professional discipline. Below is a list of service/
governance activities that will be considered:

i. Language house advisor

ii. Committee member

iii. Supervision of TAs

iv. Study Abroad Director

v. Study Abroad pre-/post-approver

vi. Placement test coordinator (manual testing)

vii.Placement test coordinator (automated testing)

viii. Official designation as a pre-major advisor (freshmen/ transfer)
ix. Major advisor

X. Supervision of graders

xi. Miscellaneous / other



Expectations for service vary according to category of appointment and
seniority. These expectations are laid out in section 5.1 of this manual for
each appointment category.

Each Teaching Faculty member will submit all relevant information using the merit
worksheet at the link below:
https://wm1693.box.com/s/g32uxfiaycopm22dy8qs8qytue2v5wfe

For purposes of the merit evaluation, the Chair reserves the right to request
additional documentation from the relevant parties related to any one of the
performance categories under review deemed necessary for the review.

a. Ascore of 7.75 and above means “Exceeds expectations”
b. Ascore of 6.5 —7.74 means “Meets expectations”
c. A score below 6.5 means “Fails to meet expectations”

Not meeting expectations in the category of teaching (“teaching effectiveness” score
on evaluations below 3.5) will automatically result in a “fails to meet” expectations
on the Merit Review for thatyear.

The Chair will enter the score for each TF (out of a total of 9) to a pre-programmed
spreadsheet provided by the Dean’s office. The spreadsheet will automatically weight
scores according to contractual expectations by percentage effort (i.e. 95%
teaching/5% service for Assistant Teaching Professors, 90% teaching/10% service for
Associate Teaching Professors, and 80% teaching/20% service for Teaching
Professors). The weighted score will be used in the Dean’s office when merit raises
are assigned.


https://wm1693.box.com/s/g32uxfjaycopm22dy8qs8qytue2v5wfe
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