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Minutes – DRAFT

Faculty and Institutional Affairs Committee

Thursday, November 20, 2009

Members Present:  Michael Alewine, Kelly Charlton (Chair FDW), Libby Denny (Chair FERS), Richard Gay, Neil Hawk (Vice Chancellor Business Affairs), Ottis Murray (Chair), Tulla Lightfoot, Melissa Schaub, Sandy Waterkotte (Vice Chancellor Advancement), Liliana Wendorff

Members Absent:  Bill Gash (Associate Vice Chancellor), Lee Phillips

I.  Called to order 3:30pm

II.  Agenda approved by acclamation.

III.  Approval of Minutes of called meeting on October 22, 2009 
        Motions:  Approve by Libby Denny.  Passed by unanimous vote

IV.  Report from Administrators

a. No report from Academic Affairs 
b. Neil Hawk (Vice Chancellor Business Affairs)
i. Waiting for news of reversion and working on 2% reduction for next year.  

ii. Interest balance down by $40,000 for non-state funds.

iii.  Revenue picture for the state’s 1st quarter down slightly, but opportunities for growth in second quarter.  
iv. Planning for new West Hall dormitory replacement.  New dorm will be placed on the intramural field rather than West Hall site.  West Hall will remain open to 2011 but might be torn down after or re-purposed.  The new dorm will be a 6 story dormitory, 600+ beds – debt service project.  The state would lease the land to the Foundation.  The Foundation will finance. There is a 95% chance the project will move forward for construction April 2010 to be occupied by August 2011. 
v. Payroll project:  System instituting new payroll system.  Moving off of state payroll to Banner payroll. UNCP was chosen by GA to be the pilot campus.  Eight other schools will now do their own payroll. Have already converted weekly and biweekly and are making corrections in as timely a manner as possible.  Jan 2010 monthly payroll will be converted.

vi. Supplies:  UNCP is now purchasing office supplies through Office Depot.  $209,000 in supplies, 40% recycled and are meeting sustainability challenges.

vii. Textbook orders in the Fall (for Spring courses) are always better than in the Spring (for Fall courses).  The textbook committee is working with the Bookstore to increase ease of adoptions. 
c. Sandy Waterkotte (Vice Chancellor Advancement)
i. Restructuring office.  Have lost a couple of positions.  

ii. Added corporate foundation person and began work on corporate proposals.

iii. Initiating new acknowledgement procedures for donations so that department chairs and deans can also thank donors and begin a relationship.  Will provide templates for contact if possible.

iv. Working on creating policies and procedures for awarding scholarships at the Department level to encourage departmental acknowledgment to donors.

V. Subcommittees: 
a. Kelly Charlton, (Chair FSW) 

i.  The committee is still working on faculty leave policy to which the administration had suggested modifications. Currently addressing wording for maternity leave. 

b. Libby Denny, (Chair FERS) 

        i.  Corrections to the Faculty Handbook:  Sections 4.12.K regarding Dean’s Recommendation for Annual Salary Increase (attachment #1), 4.12. J Format for Dean’s Report for Probationary Contract Review, and 6 Course syllabi (attachment #2). 
Motion:  Liliana Wendoff, to accept the changes.   Passed by unanimous vote.
c. In response to UNC Tomorrow recommendations, the chair of FERS discussed FERS’s role, with Liz Normandy (chair of Ad Hoc Committee on Promotion and Tenure REVIEW), in formulating revisions to the Faculty Evaluation Model to include scholarly outreach as requested by UNC Tomorrow.  The chair also met with the entire Ad Hoc Committee on Promotion and Tenure REVIEW on November 11. 
d. Chair reported. 
Motion: Tulla Lightfoot. 

We recommend that the Faculty Senate require university-wide ad hoc committees to follow the same rules as regularly constituted committees regarding publication of meeting times, and that they submit membership, agendas, and minutes to the Faculty Senate to be posted on the Faculty Senate Website.   
Passed by unanimous vote.

e. Timeline for tenure and promotion is being reviewed by FERS. The timeframe for departmental review of promotion and tenure candidates appears too short. Less time is allotted for this type of review than for post-tenure departmental review or contract renewal departmental review. 
V. Old Business

a. Bob Orr:  (attachment #3) DO-IT Email Policy [draft]
i. UNCP email policy General Administration says we need a retention policy for backup files.  Also discussed draft policy with faculty concerns noted in red. 
ii. Discussion will continue next meeting.

Motion:  Libby Denny to extend time.  Unanimously approved.
Meeting adjourned  5:29

Respectfully submitted
Tulla Lightfoot, Secretary
Miscellaneous Corrections to the Faculty Handbook
(Note: Only relevant portions of forms, not entire forms, are reproduced here.)

Attachment #1
OLD:
4-12.K Format for Dean’s Recommendation for Annual Salary Increase

To:
Provost and Vice Chancellor for Academic Affairs

Subject:
Recommendation for Annual Salary Increase for ___________________________

I have read the Chair’s Report, the Peer Evaluation Committee’s Report (and any rebuttals, if provided) and have reviewed any other materials attached to those reports.

NEW: 

4-12.K   Format for Dean’s Recommendation for Annual Salary Increase

To:
Provost and Vice Chancellor for Academic Affairs

Subject:
Recommendation for Annual Salary Increase for ___________________________

I have read the Chair’s Report, the Peer Evaluation Committee’s Report (and any rebuttals rebuttal, if provided) and have reviewed any other materials attached to those reports.

Rationale for Change:

There is no PEC report in an annual evaluation and there can be only one rebuttal—the rebuttal to the Chair’s report.

OLD: 

4.12.J        Format for Dean’s Report for Probationary Year Review

To:
Provost and Vice Chancellor for Academic Affairs

Subject:
Reports for Contract Renewal 



______________________________________

I have read the Chair’s Report, the Peer Evaluation Committee’s Report (and any rebuttals, if provided) and have reviewed any other materials attached to those reports, and I

______ Recommend renewal after the probationary year

______ Do NOT recommend renewal after the probationary year

NEW: 

4.12.J        Format for Dean’s Report for Probationary Year  Probationary Contract Review

To:
Provost and Vice Chancellor for Academic Affairs

Subject:
Reports for Contract Renewal 



______________________________________

I have read the Chair’s Report, the Peer Evaluation Committee’s Report (and any rebuttals, if provided) and have reviewed any other materials attached to those reports, and I

______ Recommend renewal after the probationary year after the initial contract

______ Do NOT recommend renewal after the probationary year after the initial contract 
Rationale for Change:

All of our initial faculty contracts used to be one-year contracts. Many contracts are now multiple- year contracts so the use of the term “probationary year” here no longer makes sense. 

Section 4.11.D, Part F, last paragraph, p 4-30,  Minor TYPO only
OLD: If performance ratings unanimously indicate satisfactory performance or if there is disagreement among the reports on the satisfactory or unsatisfactory performance of the faculty member being evaluated, the Provost and Chancellor for Academic Affairs shall accept the performance review report without further action.  In the case where a faculty member’s performance is found to be unsatisfactory, the Provost will take appropriate action(s).  If any elements of unsatisfactory performance have not been improved to a satisfactory level in the specified period, the Provost’s action may include discharge as specified by The UNC Code, Section 603 (1).

NEW: If performance ratings unanimously indicate satisfactory performance or if there is disagreement among the reports on the satisfactory or unsatisfactory performance of the faculty member being evaluated, the Provost and Vice Chancellor for Academic Affairs shall accept the performance review report without further action.  In the case where a faculty member’s performance is found to be unsatisfactory, the Provost will take appropriate action(s).  If any elements of unsatisfactory performance have not been improved to a satisfactory level in the specified period, the Provost’s action may include discharge as specified by The UNC Code, Section 603 (1).

Attachment #2

Suggested Changes to the Faculty Handbook to Include Online Teaching  

General rationale: Last year FERS was asked to look at provisions for students to evaluate online teaching. We spent much time working on a draft revision of the Student Evaluation of Instruction form that was intended to be inclusive of online teaching. Although FIAC unanimously approved the SEI draft, it was later rejected at Senate. In the course of our work last year, we discovered that many existing Faculty Handbook policies, implemented before the advent of online teaching, are not inclusive of that course delivery mode. If it is assumed that Handbook policies are intended to apply to all teaching that occurs at UNCP, to avoid confusion on the part of faculty, changes should be made to make the policies explicitly inclusive. Other issues simply require “clean-up” to make policies in one section of the Handbook consistent with those in another section. Although FERS’s specific charge does not include all of these problem Handbook areas, we wish to ask the Faculty and Institutional Affairs Committee (FIAC) to consider these issues and to forward them to other bodies as it sees fit. Although theses issues at first glance may seem to be Academic Affairs Committee issues, that committee is charged with “all matters relating to curriculum [Curriculum Subcommittee and General Education Subcommittee charges]; policies and standards relating to the admission and retention of students [Enrollment Management Subcommittee charge]; and recommendations concerning learning resource materials and services” [Academic Support Services Subcommittee charge] so it is not clear this issue should go to that committee either. 

6-3 Course syllabi

Each faculty member is expected to have a formal syllabus for each course he or she teaches, including online courses. It is the responsibility of each department chair to have syllabi for all courses taught in his or her department and to make certain that the syllabi are current. The department chair should make sure that new faculty members are aware of the availability of the syllabi. Syllabi for general education courses should contain a statement of rationale as to how the particular course assists in meeting the objectives of general education at the University. Each term, faculty members should provide a copy of the course syllabus to students in their classes.courses. Faculty members should also explain their expectations for the course and the attendance policy and other participation requirements for that class the course.

Dual-listing of undergraduate (appropriate 400 4000-level) courses with graduate courses should occur rarely. When such dual listing does occur, the syllabus for such courses enrolling students from both levels must clearly reflect expectations of for graduate students substantially beyond expectations of for undergraduate students. Such differences should include, but not be limited to, more rigorous assignments requiring a greater depth of understanding, analysis and synthesis of knowledge and skills.

It is the responsibility of the department chair to ensure that each departmental syllabus conforms to the sSyllabus cChecklist in Section 0 Section 14, Miscellaneous Forms. A copy of this checklist, completed and signed by the professor, should be attached to each syllabus. The department chair should provide a signed statement verifying that all departmental syllabi conform to the guidelines listed in the checklist.

Information about accommodations for students who have registered with the Disabilities Support Services (DSS) office should be included in each syllabus. Specific model language can be obtained from DSS. In addition, the UNCP Emergency Information Hotline number is a useful addition to each syllabus.

6-5.B Orientation to courses

At the opening of each semester, faculty members should attempt to cover the following points in the syllabus during the their initial class meetings: contact with students:
1.
State clearly the prerequisites of the course, if any, as well as the course's class standing (freshman, sophomore, etc.).

2. 
Discuss the objectives and values to be derived from the course.

3.
State the complete requirements of the course, such as course name; textbook and other materials required; number and nature of reports to be recorded; outside reading; notebook requirements; and the types of tests to be used.

4.
Discuss how the various requirements of the course are counted in determining the final grade.

5.
Make sure that students are aware of and understand the Academic Honor Code and that they know where the Code is published (e.g., the Student Handbook).

6.
The first meeting of each face-to-face class should consume the full time allotted by the schedule. This meeting should not be devoted to the assignment of the textbook followed by an immediate dismissal of the class.

We suggest the addition of a new item (#10) in the Syllabus Checklist. To understand the rationale for our proposed change,  please note this excerpt from existing policy:

Online Course Management Policy and Procedures

Section 12-10,  page 12-90

b.
Student-created Materials on the online system – Instructors may require students to post their own work or, with the student’s permission, may post a student’s work on the online course site.  Students must be informed of this (in the syllabus or in some other written format) at the beginning of the course.  They must also be told if their work will be retained in the course site beyond the duration of the term and whether others will have access to it.  No evaluative commentary or grade information from the instructor may be included with student work if the work includes information identifying its creator.  Students’ copyrights in their work shall be governed by the UNC Pembroke Copyright Policy.  This policy also applies to student-posted messages in a Discussion Forum.

Page 14-8
14-4  UNCP Syllabus Checklist

To ensure that we are in line with good practice in higher education, with UNC Pembroke syllabus guidelines as stated in the Faculty Handbook (6-3 Course Syllabi), and with Southern Association of Colleges and Schools Commission on Colleges (SACS) guidelines for providing written information to students about course expectations, Academic Affairs has devised a checklist form to assist chairs in reviewing course syllabi. Departments may want to add questions to the checklist to reflect departmental syllabus requirements. For example, several departments add a statement about the Academic Honor Code. (Rationale for this deletion: Section 6-5.B, reproduced above, seems to suggest the Academic Honor Code must be mentioned in the syllabus so this would not be a dept option. If it is a university requirement, it should be an item on the Checklist.)  

Professor’s Name _____________________________________________________

    (please print)

Course Title and Number _______________________________________________

Yes
No


[  ]
[  ]
1.
Is this syllabus for a course in the General Education curriculum? If   


Yes, please go to question 2. If No, please go to question 3.

 [  ]
[  ]
2.
Does the syllabus have a "statement of rationale as to how the   

particular  course assists in meeting the objectives of general education at the University" (Faculty Handbook, Section 6-3)?

[  ]
[  ]
3.
Does the syllabus include your office address, hours, telephone 
                                            number,  and email address? If this is an online or a hybrid course,  

                                            have students been informed about the instructor’s expectations for  

                                             all forms of communication in the course? 
 [  ]
[  ]
4.
Does the syllabus contain clearly identifiable statements of goals or 



objectives for the course?

 [  ]
[  ]
5.
Does the syllabus provide a description of course content?

 [  ]
[  ]
6.
Does the syllabus clearly state a variety of methods to evaluate   

                                              student  performance?

[  ]
[  ]
7.
Are grading policies clearly indicated on the syllabus?

[  ]
[  ]
8.
If this is a face-to-face or hybrid course, Is is the attendance policy 



clearly stated on the syllabus? If this is an online or a hybrid course, 
           


is the policy governing required participation (e.g., discussion 
                              boards) clearly stated? 
[  ]
[  ]
9.
Is the syllabus for a cross-listed course (a course that is listed in at       

                                             least two different departments)? If No, please continue. If Yes,  

                                             please ensure that the syllabus says, “Cross-listed as” and then 
                                             provides the cross-listed course title and number. Then please 
                                             continue with this Checklist.

[  ]
[  ]
10. 
If this is a syllabus for an online or a hybrid course, does it contain a 



statement about any required public posting of student work and/or 



instructor retention of student work, including discussion board 




material? (See Faculty Handbook, Section 12-11, Online Course 




Management Policy and Procedures.) If a statement will not appear in the 


syllabus, please ensure that students are informed in writing at the 



beginning of the course about any public posting/retention of their work. 
 


(Note: The policy merely requires that this information be given to 



students at the beginning of an online course. The policy notes that  

this can be done through the syllabus OR in some other written format. To ensure students are informed in some way, placing this item in the checklist will at least ensure that all faculty and chairs know about the requirement as some may not have read section 12-11.)  

 [  ]
[  ]
 10.11 
Is the syllabus for a dual-listed course (a course that includes both 



undergraduate and graduate students)? If No, please ensure that 



any deficiencies you have found by using this Checklist are corrected 


before you give the Checklist and syllabus to your Chair. If Yes, 
please respond to question 11.12

 [  ]
[  ]
 11.12
Does the syllabus properly discern levels of student performance 



between undergraduate and graduate students? 

 [  ]
[  ]
 12 13
Does the syllabus contain the required statement from the Office of 



Disability Support Services? 

[  ]
[  ]
  14.
Does the syllabus contain a statement about the Academic Honor   

                                            Code?


NOTE: Please ensure that any deficiencies you have found by using this Checklist are corrected before you give the Checklist and syllabus to your Chair.

Date_____________ Professor’s Signature____________________________________

Attachment #3

DoIT ______ – Employee E-mail Policy [Draft Proposal]


Effective date: ____

University electronic mail accounts are provided to employees to support the mission of the University.
All employee usage of the university supplied e-mail account will be consistent with other UNCP and UNC policies including UNCP’s Appropriate Use Policy (DoIT 01 03), UNCP’s Network Policy (DoIT 03 07) and applicable local, state and federal policies and laws.

It is a violation of university policies for any user of university e-mail to impersonate a university official, faculty/staff member or student.

UNC Pembroke will utilize electronic mail as one of its primary means for official University communications to employees.  Official university e-mail correspondence will be addressed to an employee’s university supplied e-mail account.
· All employees receive an e-mail account from the university at the point of employment. Employee e-mail addresses are of the form that ends in @uncp.edu. It is the employee’s responsibility to check his or her university supplied e-mail account regularly in order to stay current with university communications. If they choose, employees can redirect their university e-mail address to another account.  However, the university will not be responsible for the handling of e-mail once forwarded. All accounts assigned to an employee are expired or deleted upon notification from Human Resources that the employee has separated from the university, unless authorized to remain active by the Chancellor, Vice Chancellors or their designees.
· All e-mail sent from employees accounts should include the name and e-mail address of the person sending the e-mail.
· Using e-mail or network resources to solicit the UNCP community for political or personal gain, including, without limitation, solicitation for the purpose of selling items is prohibited.
· Personal e-mail signatures must be in compliance with North Carolina policies concerning the appropriate use of state resources.

· Initiating or propagating electronic chain letters is prohibited.
· Saturating UNCP Network or computer resources to the exclusion of another's use, for example, overloading the network with traffic such as e-mails, file sharing or malicious (denial of service attack) activities is prohibited. 
· Employees should never assume that e-mail communication is private. All users of university supplied e-mail accounts should understand that there are some circumstances in which the contents of e-mail may be disclosed to others. Sometimes this may be accidental. At other times it may be deliberate when the university is investigating a technical or legal issue. 
Broadcast E-mails to Employees situation
The Chancellor, Vice Chancellors or their designees are authorized to send group (mass) e-mails to faculty or staff e-mail accounts.
Employees are permitted to send group emails to a limited group of fellow employees who are within the same department or office, are on the same committee or work team, are working on a joint project, or in similar situations.  Employees are prohibited from sending group emails to large groups of faculty or staff e-mail accounts in the absence of such a work related situation.

Group e-mail to UNCP employees must contain the following information: 

· Notice that this is a communication from UNCP 

· The office, e-mail address and a telephone number of the originator of the e-mail to verify the integrity of the e-mail or to address questions about the contents of the e-mail. 

· All messages should be in the plain text format, avoiding graphics and limiting the use of attachments.

An e-mail message regarding University matters sent from the Chancellor, Vice Chancellors or their designee is considered to be an official notice. Supervisors must ensure that their University staff and faculty have access to the necessary or appropriate messages distributed via the University’s Electronic Mail System.
Confidentiality and Privacy Rights
While UNCP encourages faculty, staff, employees and other users to use campus e-mail systems, UNCP disclaims any implicit or explicit constitutional expectation of privacy. University e-mail is subject to the North Carolina Open Records law. Also, even though the sender and recipient may have discarded their copies of an electronic mail record, there may be back-up or archived copies of such electronic mail that can be retrieved on university systems or any other electronic systems through which the mail has traveled.

The University respects the privacy of users. It does not routinely inspect or monitor the contents of electronic information, nor is the University responsible for its contents.   However, UNCP reserves the right to examine e-mail and share it with other parties when required to do so by federal or state law, or in the investigation of violation of university policy, or whenever necessary to identify and resolve technical issues. UNCP also reserves the right to examine e-mail for content consisting of malicious software or related files and to sanitize, delete, block or refuse delivery of messages containing such content. UNCP also reserves the right to examine e-mail to gather statistics related to performance, workload and security. UNCP may examine e-mail in other situations upon the approval of the Chancellor or his designate. 

Employee Responsibility
Passwords must remain confidential.  If a password becomes known, it must be changed immediately. Passwords should be created and reset as put forth in UNCP’s Information Security Policy (DoIT 01 01)  UNCP will never ask an employee to send a username or password via e-mail.  Employees should never send any usernames or passwords to anyone via e-mail.

Employees are responsible for any information sent via e-mail.  Confidential or sensitive materials should not be transmitted via e-mail.
Employees are responsible for the consequences of not reading, in a timely fashion, university-related communications sent to their university e-mail account. Employees have the responsibility to recognize that certain communications may be time-critical. UNC Pembroke recommends that employees check their e-mail accounts daily.
Employees are responsible for verifying the source of electronic e-mail.  Do not send any information in response to an e-mail if there is any doubt about the identity of the sender or the authenticity of the contents. 
Employees are responsible for archiving their e-mail messages. The University provides backups of the University’s e-mail system; however, if a message is received and deleted between such backups, no record will be kept of that message.  The retention period for electronic mail that must be retained is determined by the type of document being retained. The North Carolina University Records Retention and Disposition Schedule followed by the University, contains required retention periods by category of record.  Electronic mail may be retained electronically or it may be printed and retained as a hard copy.
Employees are responsible for being aware of any changes to this policy.

Personal Use of Electronic Mail System 

The University’s Electronic Mail System may, subject to the foregoing, be used for incidental personal purposes provided such use does not violate this policy, other University policies, state or federal policies or state or federal laws. In addition, personal use must not interfere with University operation of information technologies, including electronic mail services, generate a direct cost for the University or interfere with the user's employment or other obligations to the University. 

Range of disciplinary Sanctions
Persons in violation of this policy are subject to a full range of sanctions, including, but not limited to, the loss of computer or network access privileges, disciplinary action, and dismissal from the University of North Carolina at Pembroke. Any sanctions against employees will be imposed through procedures consistent with any applicable university, state or federal policies and/or regulations. Some violations may constitute criminal or civil offenses, as defined by local, state, and federal laws and the University may prosecute any such violations to the full extent of the law.

UNCP may suspend computer or network access privileges immediately and without prior notice to the User if necessary to preserve the safety or integrity of UNCP's Network or to prevent or investigate violation of applicable Federal, State or local law or UNCP policy. 

Additional  Policies
In the event that this policy conflicts with other UNCP or UNC policy, or federal or state legislation, the most restrictive policy or legislation shall apply.

this was area of greatest faculty concern








