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will be included in the Departmental Annual Report).  It is the responsibility of the department chair to communicate departmental 
expectations for professional activity and achievement to the members of the department. 
 
1. Professional Activity refers to the meaningful pattern of related professional activities that demonstrate an articulated 

effort on the part of the faculty member to remain current in her/his discipline.  All faculty members must be able to show 
evidence of professional activity throughout their careers at Southwestern University. 

 
2. Professional Achievement refers to the results of professional activities normally judged and accepted by a peer review 

process.  Typical peer review processes include review by publishing houses, journals, foundations and grant supporting 
agencies, academic conferences, and their equivalent, or in the case of artistic activities, by composition, performance, and 
gallery exhibition for which selection is competitive or which is reviewed by off-campus critics. At the time of consideration 
for tenure and promotion, a faculty member must be able to show evidence of professional achievement, relative to her or 
his rank and years at Southwestern University. 

 
Contributions to the University Community 
  
Contributions to the University community are highly valued and are expected of all members of the Southwestern University faculty.  
Evidence of significant contributions to the University is a critical element of the evaluation process for tenure, promotion, and salary 
increases.  Some of the activities listed below, such as chairing academic departments, divisions/schools, or programs, offer 
opportunities for significant leadership, but may not be accessible to all members of the faculty.  It is the responsibility of the 
department chair and others meeting with the Faculty Status Committee and the Provost to discuss candidly what opportunities are 
available to the faculty member under review.  While not intended to be all-inclusive or exclusive, or presented in any order or rank, 
the following list outlines examples of generally acceptable evidence of contributions to the University community: 
 
1.     Chairing an academic department/division/school, and/or an interdisciplinary program 
2.     Constructively participating in University governance, especially faculty meetings, councils, and committees 
3.     Academic advising of students, including that beyond immediate course work 
4.     Developing and/or revising academic programs and strategic plans 
5.     Organizing and planning events, library exhibits, and other outside activities 
6.     Teaching in extra-departmental course offerings 
7.     Participating in extramural community service activities 
8.     Developing studios and labs and maintaining inventories 
9.     Recruiting students, particularly in the fine arts and athletics  
10.   Recruiting faculty 
11.   Participating in community events to enhance the various programs of college life, such as fine arts events, athletic events, 

lectures, convocations and other campus gatherings 
12.   Creating posters, publicity, or Web pages at the request of the University 
13.   Working to reach department and academic program objectives 
14.   Other 
 
Service as an academic department or program chair at Southwestern University is considered to be among the most significant 
contributions that a faculty member can make to the University community.  The University recognizes that faculty serving as 
department and program chairs are devoting a great deal of time to administrative duties and departmental/programmatic leadership 
– time that would normally be spent in the development of their teaching, professional activities, and professional achievements.  
While no amount of service (including service as a department or program chair) can substitute for insufficiencies in teaching, 
professional activity, and professional achievement, the University recognizes that faculty serving as department and program chairs 
will have fewer opportunities for growth in these areas during their service as chair.  Therefore, effective service as a department or 
program chair will be taken into consideration when determining salary increases and in the evaluation of faculty for promotion to 
subsequent rank. 
 

Availability of Curriculum Vitae 
 
To allow faculty to see the range of professional activity and achievement of tenured members of the teaching faculty, the Provost 
will keep a folder containing the curriculum vitae submitted with the Brief Annual Report, which will be available to the Southwestern 
community and updated annually. 
 

Evaluation:  General Procedures 
 
An annual review of all non-tenured faculty members is made with reports submitted to the President by the Faculty Status 
Committee, the Provost, and the Dean of School of Fine Arts, in consultation with department and division/school chairs. 
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The non-tenured faculty member is urged to submit to the Provost, the Dean of the School of Fine Arts (for Fine Arts faculty 
members), and the chair of the department, any material which the faculty member considers particularly relevant to evaluations, 
including records of scholarly work completed.  (See “Professional Files” in this chapter.) 
 
On January 15, 1985, the faculty approved a recommendation from the Faculty Affairs Council that “the academic deans implement a 
systematic course evaluation by students, with the FAC serving in an advisory capacity.  The purpose…will be to provide one element 
in faculty evaluation.  Results will be available to the faculty members.”  At its meeting on April 3, 1985, the Faculty Affairs Council 
adopted a motion that “the student course evaluations instituted by the faculty in 1984-85 will be one of the determinants used in 
judging teaching effectiveness.” 
 
The University clearly reserves the right to make decisions on retention or non-retention both because of the qualifications of the 
faculty member and because of the needs of the department.  Because such a variety of factors relate to appointment decisions, a 
decision not to reappoint does not reflect adversely upon the adequacy of the faculty member. 

 
The Pre-tenure Evaluation Process 

 
The objective of pre-tenure evaluation is two-fold.  First, it assists Southwestern University in identifying faculty members with the 
strongest credentials for tenure.  Second, it provides the faculty with feedback that promotes enhanced teaching skills and 
professional growth. 
 
All tenure-track faculty appointees are expected to attend a special orientation in the fall semester to learn about the evaluation 
process, including the importance of the professional file and the role of the Faculty Status Committee.  At the orientation, a member 
of the Faculty Status Committee and an academic administrator will discuss criteria for tenure and the tenure process.  The 
procedures described below do not alter the scope of the activities, responsibilities, or authority of the Faculty Status Committee to 
carry out reviews and make recommendations to the President with regard to contract renewal.  The confidentiality of the 
Committee’s activities and of its recommendations to the President is maintained, as well as its ability to gather information that it 
deems appropriate to carry out its responsibilities.  The pre-tenure period of appointment normally involves six years.  This period of 
time is consistent with most other universities and allows for adequate development and growth of faculty members subsequent to 
the comprehensive second and fourth-year reviews and prior to the tenure decision. 
 
A faculty member may discuss the pre-tenure evaluation process with the department chair, the Provost or Dean, or any member of 
the Faculty Status Committee.  The faculty member under review may request that an outside evaluator be consulted.  When a faculty 
member makes a request for an outside evaluation, the faculty member, in consultation with the Provost and the appropriate chair or 
dean, lists five outside evaluators.  The faculty member also provides a packet of relevant professional work from his or her 
professional file.  The Provost selects a name(s) from the list and forwards the packet of professional materials to the selected 
evaluator(s).  The evaluator(s) provides a written report in a timely manner to the Provost, who forwards the report to the Faculty 
Status Committee.  After deleting the name(s) of the evaluator(s), the Provost places a copy of the evaluation report in the faculty 
member’s professional file.  The decision whether or not to request an outside evaluation rests solely with the faculty member, and no 
implications shall be drawn from the presence or absence of such a request.  This procedure for obtaining outside evaluations can be 
modified upon mutual agreement of the faculty member and the Provost. 
 
The faculty member, in conjunction with the department chair, will establish a set of goals for each academic year.  These goals will 
be based on feedback provided by the department chair and/or the appropriate academic dean to the faculty member during the 
conferences regarding progress toward tenure.  Progress toward these goals should be reflected in the faculty member’s annual report 
and in the department chair’s annual report, both submitted to the Provost and the Dean of the Faculty. 
 
First Year Review 
 
The first year review is conducted by the department chair and is communicated to the faculty member through two informal 
conferences with no written record of the conferences.  These conferences serve a formative function and focus primarily on 
teaching effectiveness and the faculty member’s development of her/his professional file.  Opinions expressed in the first year review 
do not represent an administrative view of the faculty member’s progress toward tenure, but are intended to provide feedback at the 
departmental level.  Normally, the appropriate academic dean would not participate in these conferences, but under special 
circumstances could hold a separate conference; such a conference could be conducted at the request of the dean or the individual 
faculty member.  Ideally, the conferences should be held at the end of each semester in the first year.  The conferences will include 
discussions of the following: 
 
Course syllabi 
Course evaluations for the most recent semester 
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Views solicited from tenured departmental colleagues 
Classroom visitations (if requested by the faculty member or department chair) 
Brief Annual Report (spring semester) 
Professional file and C.V. (spring semester) 
 
Second Year Comprehensive Review 
 
The Faculty Status Committee will conduct the first comprehensive review in the second year.  This review will be a major evaluation, 
which will give the untenured faculty member a realistic picture of her/his progress toward tenure.  Prior to that review and no later 
than the Wednesday of finals week during the fall semester of that year, the faculty member will update his or her professional file 
and personal statement for review by the Faculty Status Committee.  At the second year review, the faculty member should have 
established a record of effective teaching, must be able to demonstrate evidence of professional activity and have a plan for 
scholarly/creative achievement, and should be able to document contributions to the University community through departmental 
service and participation in events and activities on campus.  Teaching ability will be evaluated on the basis of course evaluations and 
conferences with colleagues, the department chair, the division/school chair, and the appropriate academic dean(s).  Professional 
activity and contributions to the University community will be evaluated through conferences with the department chair and careful 
examination of the professional file.  (See “Professional Files” in this chapter.)  Prior to meeting with Faculty Status Committee the 
department chair will conduct a conference with the faculty member to discuss the evaluation that will be shared with the committee. 
 
A concise personal statement is required for this review and the faculty member is free to develop it in a way that is appropriate to his 
or her discipline and individual circumstances.  The personal statement must include two sections: 1) a brief summary of teaching, 
professional development, and contributions to the University community to date, synthesizing highlights from the Curriculum Vitae 
and Brief Annual Report, and 2) a brief statement of projected teaching and professional plans for the next two years. 
 
The appropriate academic dean will discuss the results of the second year review in conference with the faculty member.  This 
conference will represent, to the extent possible, the institution’s viewpoint with respect to the faculty member’s progress toward 
tenure but will be constructed to protect the confidentiality of the Faculty Status Committee report.  The department chair will be 
present at this conference as an auditor, except when the dean and the faculty member agree that a private conference would be more 
appropriate.  If a private conference is held, the dean will communicate the information from this conference to the department chair.  
A written summary of the conference will be submitted by the dean to the faculty member, with copies to the department chair and 
the Faculty Status Committee. 
 
Third Year Review 
 
The third year review is conducted by the department chair and is communicated to the faculty member in an informal conference 
conducted at the end of the academic year with no written record of the conference.  The appropriate academic dean acts in an 
advisory capacity in the third year and, at his or her discretion, could participate in this conference or require a separate conference.  
This review is formative, providing advice and monitoring progress in all areas of tenure criteria and will address issues outlined in the 
summary letter from the second year comprehensive review.  In the third year, the department chair will place a special emphasis on 
the faculty member’s progress in the area of professional growth.  The conference will include discussions of the following: 
 
Course syllabi 
Course evaluations for the most recent semester 
Views solicited from tenured departmental colleagues 
Classroom visitations (if requested by the faculty member or department chair) 
Brief Annual Report 
Professional file, personal statement, and C.V.  
Summary letter from the second year comprehensive review 
 
Fourth Year Comprehensive Review: 
 
The Faculty Status Committee will conduct the second comprehensive review in the fourth year.  As with the second year review, this 
review will be a major evaluation, which will give the untenured faculty member a realistic picture of her/his progress toward tenure.  
Prior to that review and no later than the Wednesday of fall semester finals that year, the faculty member will update his or her 
professional file and personal statement for review by the Faculty Status Committee.  At the fourth year review, the faculty member 
should have established a record of sustained and consistent teaching effectiveness, should be able to demonstrate evidence of 
professional activity and achievement with a plan for further achievement, and should be able to document contributions to the 
University community through service beyond the department and participation in events and activities on campus.  It is expected 
that the faculty member will be able to demonstrate significant improvement regarding any concerns identified in the second year 
comprehensive review.  Teaching ability will be evaluated on the basis of course evaluations and conferences with colleagues, the 
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department chair, the division/school chair, and the appropriate academic deans(s).  Professional activity and achievement and 
contributions to the University community will be evaluated through conferences with the department chair and careful examination 
of the professional file.  (See “Professional Files” in this chapter.)  Prior to meeting with Faculty Status Committee the department 
chair will conduct a conference with the faculty member to discuss the evaluation that will be shared with the committee. 
 
As with the second year review, a concise personal statement is required for this review and the faculty member is free to develop it in 
a way that is appropriate to his or her discipline and individual circumstances.  The personal statement must include two sections: 1) a 
brief summary of teaching, professional growth, and contributions to the University community to date, synthesizing highlights from 
the Curriculum Vitae and Brief Annual Report, and 2) a brief statement of projected teaching and professional plans for the next two 
years. 
  
The appropriate academic dean will discuss the fourth year review in conference with the faculty member.  This conference will 
represent, to the extent possible, the institution’s viewpoint with respect to the faculty member’s continuing progress toward tenure 
but will be constructed to protect the confidentiality of the Faculty Status Committee report.  The department chair will be present at 
this conference as an auditor, except when the dean and the faculty member agree that a private conference would be more 
appropriate.  If a private conference is held, the dean will communicate the information from this conference to the department chair.  
A written summary of the conference will be submitted by the dean to the faculty member, with copies to the department chair and 
the Faculty Status Committee. 
 
Fifth Year Review 
 
The fifth year review is conducted by the department chair and is communicated to the faculty member in an informal conference 
conducted at the end of the academic year with no written record of the conference.  As with the third year review, the appropriate 
academic dean acts in an advisory capacity in the fifth year and, at his or her discretion, could participate in this conference or require 
a separate conference.  This review is formative, providing advice and monitoring progress in all areas of tenure criteria and should 
address issues outlined in the summary letters from the second and fourth year comprehensive reviews.  In the fifth year, the 
department chair will place a special emphasis on the faculty member’s preparation for the tenure review in the following academic 
year.  This will include providing guidance on the preparation of the professional file and the personal statement (outlined below).  
The conference will include discussion of the following: 
 
Course syllabi 
Course evaluations for the most recent academic year 
Views solicited from tenured departmental colleagues 
Classrooms visitations (if requested by the faculty member or department chair) 
Brief Annual Report 
Professional file, personal statement, and C.V. 
Summary letter from the second and fourth year comprehensive reviews 
 
Tenure Year Review 
  
The final tenure-track review is normally held in the sixth year, unless credit was granted at the time of hiring.  The tenure decision 
will be made in the year specified in the faculty member’s letter of appointment.  Prior to that review and no later than the first day of 
fall semester classes that year, the faculty member will update his or her professional file and personal statement for review by the 
Faculty Status Committee.  The personal statement should be concise, and the faculty member is free to develop it in a way that is 
appropriate to his or her discipline and individual circumstances.  The personal statement must include two sections: 1) a brief 
summary of teaching, professional growth, and contributions to the University community during the tenure track years, synthesizing 
highlights from the Curriculum Vitae and Brief Annual Reports, and 2) a statement of projected teaching and professional plans for the 
next five years. 
 
The tenure decision will be made in the sixth year or the year specified in the letter of appointment.  The review will be based on the 
same criteria and information as the fourth year comprehensive review with additional information about progress in the areas of 
tenure criteria.  A professional file will be provided by the faculty member under review, which will include information and 
documentation of teaching effectiveness, professional activity, and contributions to the University community.  Contributions to the 
University community will be assessed through conferences with the department chair, the division/school chair, and the appropriate 
academic dean.  After thorough consideration, the Faculty Status Committee delivers a formal, confidential recommendation to the 
President.  The department chair will submit to the President a letter of recommendation that reflects the views of both the chair and 
all tenured faculty members of the department.  The Provost and, in the case of faculty members in the School of Fine Arts, the Dean 
of the School of Fine Arts, also submit a report to the President. 

 
 



 

  

 

37 

 
Procedures for Persons with Credit Toward Tenure 

 
One year credit: 
For persons employed at the rank of Associate Professor or persons receiving one year credit toward tenure, the first comprehensive 
review will take place in the first year.  The second comprehensive review will take place in the third year.  In the case of each 
comprehensive review, the faculty member will be held to the standards of the second and fourth year review respectively.  The 
tenure review by the Faculty Status Committee will take place during the fifth year. 
 
Two years credit: 
For persons employed at the rank of Professor or persons receiving two years credit toward tenure, a comprehensive review (applying 
the standards at the level of the fourth-year review) by the Faculty Status Committee will take place during the second year, with the 
tenure review occurring during the fourth year. 
 

COMPREHENSIVE REVIEWS: EXPECTATIONS 
FACULTY STATUS COMMITTEE 

 
The following guidelines are used by the Faculty Status Committee in evaluating tenure-track faculty who are candidates for 
appointment renewal, tenure, and promotion. The criteria set forth here are intended to indicate the requirements necessary for a 
faculty member to be “at expectation” relative to rank and years at Southwestern. 
 
Teaching effectiveness. Exemplary teaching effectiveness, as defined in the Faculty Handbook, is expected. Excellence in other areas 
cannot compensate for a deficiency in teaching effectiveness. (Faculty Handbook: Evaluation of Faculty) 
 
Professional Growth. Professional Growth includes both (a) professional activities and (b) scholarly/creative achievements across the 
disciplines, from paper presentations and publications to concerts and exhibitions. “Faculty are expected to remain current in their 
fields and to maintain professional growth at a level commensurate with faculty at other national liberal arts colleges with similar 
resources (Faculty Handbook: Evaluation of Faculty).” The amount and quality of professional activity and scholarly/creative achievement 
for favorable consideration in contract renewal, tenure, and promotion decisions will be determined by the department and the 
appropriate dean (after Faculty Handbook). For purposes of evaluation, scholarly/creative achievements are defined as results of 
professional activities subject to peer review as is appropriate for each discipline (Faculty Handbook). 
 
Contributions to the University Community. Being an active and positive member of a liberal arts community involves “participating 
in community events to enhance the various programs of college life, such as fine arts events, athletic events, lectures, convocations 
and other campus gatherings (Faculty Handbook: Evaluation of Faculty).” For the purposes of evaluation, however, the Faculty Status 
Committee restricts its consideration to areas of substantive University service: in addition to standard departmental service, 
Southwestern values meaningful activity including (but not limited to) chairing an academic unit, constructively participating on major 
University committees, developing and/or revising academic programs and strategic plans, organizing and planning major events such 
as lectures, symposia, concerts or other performances by guest artists or other faculty performers, and participating in extramural 
community service activities. 
 
2nd Year Comprehensive Review (conducted in the Spring Semester) 
 
Teaching Effectiveness. It is expected that the faculty member’s teaching program is well-established, with any issues identified during 
the first year substantially addressed. 
 
Professional Growth. a) The faculty member must demonstrate on-going professional activity. b) The faculty member must develop a 
plan for a scholarly/creative program that will lead to achievement by the 4th year. 
 
Contributions to the University Community. There must be evidence of the beginning of substantive involvement in departmental 
service. Prior to the 3rd year, active participation on one University committee or other significant service shall be considered as 
meeting expectation. It should be noted, however, that no amount of University service will compensate for deficits in teaching 
effectiveness or professional growth. 
 
4th Year Comprehensive Review (conducted in the Spring Semester) 
 
Teaching Effectiveness. At this point, exemplary teaching effectiveness is a given. 
 
Professional Growth. (a) The faculty member must show evidence of continuing professional activity. (b) There is to be evidence of 
scholarly/creative achievement, and a plan for further achievement. 



 

  

 

38 

 
Contributions to the University Community. There must be evidence of continuing service to the department. Meaningful service to 
the University community beyond the department shall have begun by the time of the 4th year review. Active participation on two or 
three University committees or in other significant service accumulated since the 2nd year review shall be considered as meeting 
expectation. It should be noted, however, that no amount of University service will compensate for deficits in teaching effectiveness 
or professional growth. 
 
6th Year Tenure Review (conducted in the Fall Semester) 
 
Teaching Effectiveness. A record of sustained exemplary teaching effectiveness is expected. 
 
Professional Growth. (a) The faculty member must show evidence of continuing professional activity. (b) He/she must show 
evidence of scholarly/creative achievement relative to rank and years at Southwestern [cf. Faculty Handbook]. Moreover, there must be 
a plan for a scholarly/creative program that will lead to achievement beyond tenure. 
 
Contributions to the University Community. There must be evidence of continuing service to the department. The faculty member 
must demonstrate meaningful service to the University community beyond the department. Active participation on two or three 
University committees or in other significant service accumulated since the 4th year review shall be considered as meeting expectation. 
It should be noted, however, that no amount of University service will compensate for deficits in teaching effectiveness or 
professional growth. 
 
Review for Promotion to Full Professor (conducted in the Fall Semester) 
 
It is the expectation that the work of a full professor at Southwestern University be viewed as an exemplar in each of the three areas 
of faculty performance – Teaching Effectiveness, Professional Growth, and Contributions to the University Community. It is to be 
understood that standards required for promotion to full professor exceed the minimum standards for the granting of tenure. As 
such, a trajectory that leads to tenure does not necessarily lead to promotion to full professor. An established history of sustained 
excellence in teaching is expected. In addition, a consistent record of work of high quality is expected in both Professional Growth 
and Contributions to the University Community, with excellence in at least one of these areas required. It should be noted, however, 
that a deficiency in one area cannot be compensated for by attaining excellence in other areas. 
 

Professional Files 
 
A file is maintained as a record of professional activities and accomplishments for each member of the faculty in the Office of the 
Provost or, in the case of members of the School of Fine Arts faculty, in the Office of the Dean of the School of Fine Arts.  The 
purpose of this file is to provide administrative personnel with material needed to make judgments concerning a faculty member’s 
professional activities as a teacher, scholar, or artist, and participants in the Southwestern University academic community for the 
purpose of reappointment, promotion, and salary decisions.  Access to the file is limited to the faculty member, the President, the 
Provost (or designate), the academic deans, the Faculty Status Committee, and the appropriate division/school chair and department 
chair.  Each faculty member is responsible for maintaining the files as an accurate current reflection of all professional activities and is 
the only person who may add materials to or remove materials from his or her professional file. 
 
Contents of the professional file: 
 
1. All professional files should contain annually updated Curriculum Vitae which delineates professional, academic, and 

University involvement and experience.  Appropriate documentation for recent activities should also be included, especially 
in the case of tenure-track faculty members, who should document all significant professional activities during the 
probationary period. 

 
2. The professional file should contain the Brief Annual Report and updated vita annually from the first year of employment 

or, in the case of senior faculty members, from at least the date of the most recent promotion.  (The Provost solicits the 
Brief Annual Report from all faculty members annually.  Faculty members also provide a copy to their department chair.) 

 
3. Tenured faculty members being reviewed for promotion and tenure-track faculty members preparing for their 

comprehensive or tenure year review should include a concise personal statement.  It should summarize accomplishments in 
teaching, professional development and University service and state projected teaching and professional plans for the next 
five years.  The faculty member is free to develop it in a way that is appropriate to his or her discipline and individual 
circumstances. 

 
Other appropriate materials for the professional file might include, but are not limited to: 
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• Copies of published work and papers presented to professional associations. 
• Copies of exhibition catalogs, performance programs, CDs and slides of artwork (for faculty members in the School of Fine 

Arts.) 
• Letters of comments from colleagues outside the University who are in the position to comment on the faculty member’s 

professional activity. 
• Any unpublished material which might provide an insight into the faculty member’s professional involvement and 

development within the appropriate field. 
• Evaluations of the faculty member’s professional activity by an outside evaluator.  (Tenure-track faculty members may 

request that an outside evaluator be consulted during the probationary period.  See “The Pre-tenure Evaluation Process” in 
this chapter.) 

• Course syllabi and other material which might assist administrators and, in the case of tenure-track and tenured faculty 
members, the Faculty Status Committee, in assessing teaching effectiveness and classroom or studio activities. 

 
Faculty Status Committee 

 
According to the provision adopted by the Board of Trustees at its meeting on January 30, 1970, the teaching faculty is actively 
involved in decisions on status.  The legislation reads as follows: 
 
“A committee of four, known as the Committee on Faculty Status, will be elected by the faculty, with one member from each division 
and one from the School of Fine Arts.  The responsibility of this committee is to make recommendations to the administration 
concerning changes in faculty rank.  For non-tenured members of the faculty, the committee will also recommend reappointment or 
dismissal.  The committee would also assist in hiring procedures when possible and when desired by the department concerned. 
 
1. The committee would prepare an annual review of each faculty member prior to the contract date and make specific 

recommendations concerning each faculty member to the administration.  Annual review would consist of accumulation and 
evaluation of reports prepared by department chairs, division chairs, and colleagues in related departments and from the 
faculty member, describing professional accomplishments during the past year. 

 
2. Normal action of the committee will proceed from recommendations of the supervisor of each individual faculty member, 

but this guideline is not meant to exclude initiation of recommendations by the committee itself. 
 
3. The administration will report action of the recommendation to the committee.” 
 
In the interest of continuity and equity in the process of tenure and promotion review, faculty members who serve on the Faculty 
Status Committee, effective for those whose terms begin in fall 2003, are not eligible for sabbatical leave during their four-year terms.  
However, faculty who serve on the Status Committee will also be eligible to apply for an additional semester of sabbatical leave at the 
completion of their terms.  If granted, this leave may not be taken in the same academic year as another sabbatical. 

 
Tenure 

 
To give assurance to faculty members that they may feel secure in their positions, tenure is established as follows: 
 
1. The initial appointment of a full-time, tenure-track faculty member is on a year-to-year basis unless stated otherwise in 

writing by the President to the faculty member involved until: 
 

A. Professors have completed at least five (5) years of satisfactory service in that rank or a higher rank; 
 

B. Associate Professors have completed at least six (6) years of satisfactory service in that rank or a  higher rank; 
 

C. Assistant Professors have completed at least seven (7) years of satisfactory service in that rank or a higher rank; or 
 
D. Instructors have completed at least seven (7) years of satisfactory service in that rank or a higher rank. 

 
2. After the expiration of the probationary periods set forth above, service will be continued during good behavior and 

satisfactory service, except for resignation, retirement or for circumstances due to financial exigencies or good cause shown. 
 
3. In the case where dismissal is for good cause, the issue will be determined by an equitable procedure established by the 

Board of Trustees affording protection to the rights of the individual and to the interests of the University.  [See Bylaws, 
Article III.]  [Sections 1, 2, 3 adopted by the Board of Trustees on April 6, 1989; Amended April 3, 2001.] 
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Tenure applies upon a granting of an appointment letter for the year following the required number of years in the rank of the 
individual concerned.  Faculty members who have served in institutions comparable to Southwestern University may be given credit 
for service in the other institution, thus reducing the number of years required at Southwestern University, rank affected, to secure 
tenure.  Normally, no faculty member shall be granted tenure for any term of service less than three (3) years at Southwestern 
University.  After the time limits previously outlined, yearly appointment letters may be considered for faculty members not granted 
tenure.  The names of all faculty members whose continuance with the University a year hence calls for tenure decision will be 
presented to the Board of Trustees at the spring meeting of the Board.  The President will make a recommendation regarding tenure 
for each person.  The Board will vote approval, disapproval, or continuance of the recommendation. The Executive Committee will 
review and approve or disapprove of all continuances before the automatic tenure deadline shall have passed.  It may review and 
annul any approval voted by the Board should circumstances develop before the automatic tenure deadline which in its judgment 
warranted a reversal of the earlier decision.  A letter confirming tenure will be sent by the President to each faculty member who is 
placed on tenure once the deadline has passed. 
 
Tenure regulations do not apply to part-time members of the faculty or to administrators.  Full-time faculty members are occasionally 
appointed who are not eligible for tenure.  These non-tenure-track faculty members serve for limited periods of time, usually not 
exceeding three years, and are titled Visiting Instructor, Visiting Assistant Professor, Visiting Associate Professor, or Visiting 
Professor.  These members of the faculty have privileges and responsibilities equivalent to tenure-track faculty members during the 
time of their appointments and receive benefits as described in Chapter VI.  They are eligible to apply for tenure-track positions as 
these open. 
 

Academic Freedom 
 

“Academic freedom is the cornerstone of the free society, and it will be scrupulously defended at the University.  The Board of 
Trustees desires to maintain, commensurate with the idea of the university of the first class, a learned faculty chosen on the basis of 
their scholarship, teaching ability, interest in youth and general usefulness, who will search for truth and who by precept and example 
will instruct, guide and inspire the students.”  [Adopted by the Board of Trustees, December 10, 1999; Amended April 3, 2001.] 
 

The Nature of Academic Freedom 
 
The nature of academic freedom is clearly outlined in the following Statement of Principles of 1940 (revised November 1989 and 
January 1990), officially endorsed by nearly every important educational organization since that time, including the Association of 
American Colleges and the American Association of University Professors. 
 
“(a) Teachers are entitled to full freedom in research and in the publication of the results, subject to the adequate performance of 
their other academic duties; but research for pecuniary return should be based upon an understanding with the authorities of the 
institution.” 
 
“(b) Teachers are entitled to freedom in the classroom in discussing their subjects, but they should be careful not to introduce 
into their teaching controversial matter which has no relation to their subject.  Limitations of academic freedom because of religious 
or other aims of the institution should be clearly stated in writing at the time of the appointment.” 
 
“(c) College and university teachers are citizens, members of a learned profession, and officers of an educational institution.  
When they speak or write as citizens they should be free from institutional censorship or discipline, but their special position in the 
community imposes special obligations.  As scholars and educational officers they should remember that the public may judge their 
profession and their institution by their utterances. Hence, they should at all times be accurate, should exercise appropriate restraint, 
should show respect for the opinion of others, and should make every effort to indicate they are not speaking for the institution.” 
 

 
Renewal of Appointment for Tenure-track Faculty Members 

 
1. “Written notice that a probationary appointment is not to be renewed will be given to the faculty member in advance of the 

expiration of his appointment, as follows: 
 
a. Not later than March 1 of the first academic year1 of service, if the appointment expires at the end of that year; or, if a 

one-year appointment terminates during an academic year, at least three months in advance of its termination. 
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b. Not later than December 15 of the second academic year of service, if the appointment expires at the end of that year; 
or, if one-year appointment terminates during an academic year, at least three months in advance of its termination;2 

 
c. At least twelve months before the expiration of an appointment after two or three years of service at the institution; the 

institution will normally notify faculty members of the terms and conditions of the renewals by March 15. 
 
2. A faculty member may terminate his appointment effective at the end of an academic year, provided that he gives notice in 

writing at the earliest possible opportunity, but no later than April 15, or thirty days after receiving notification of the terms 
of his appointment for the coming year, whichever date occurs later.”  [Minutes, Board of Trustees, January 30, 1970.] 

. 
 

Promotion – Teaching Faculty  
 

Recommendations for all promotions in rank shall be made to the President in time for action by the Board of Trustees at the 
Board’s regular spring meeting.  Provisions adopted by the Board of Trustees at its meeting on April 23, 1982, are as follows: 
 
“There are four faculty ranks at Southwestern University:  Instructor, Assistant Professor, Associate Professor, and Professor.  In 
special circumstances, titles such as lecturer, teaching fellow, special professor, or visiting professor may be used for persons with 
special qualifications who hold temporary appointments or who do not meet normal qualifications for rank.” 
 
Eligibility for most appointments requires completion of the doctorate (or in some areas of the fine and performing arts, the MFA) or 
the professional equivalent.  The professional equivalent consists of a master’s degree (other than the MFA) and three years of full-
time professional experience.  In rare circumstances the professional equivalent to the doctorate or MFA may be appropriate.  When 
such is the case, this determination shall be made at the time of initial appointment and made explicit in the appointment letter. 
 
The rank of Instructor is a junior rank used for faculty members who have completed a master’s degree but not the doctorate or 
MFA or the professional equivalent, and whose service at the University has not been sufficient for promotion to the next rank.  A 
faculty member who serves six years as Instructor will be promoted or given a terminal appointment letter before the beginning of 
the seventh year. 
 
The rank of Assistant Professor is a junior faculty rank used in two ways: (1) The rank of Assistant Professor is used for faculty 
members who have not completed the doctorate or MFA or the professional equivalent but who have served six years as Instructor 
and have received a non-terminal contract for the seventh year.  (2) The rank of Assistant Professor is used for faculty members who 
have completed the doctorate or MFA or the professional equivalent and who are serving a period of time before acceptance as a 
senior faculty member. 
 
The rank of Associate Professor is a senior faculty rank used for faculty members who have shown clear evidence of competence and 
professional growth during service as Assistant Professor.  Ordinarily, a review which results in the awarding of tenure to an Assistant 
Professor will establish evidence of competence and professional growth sufficient to warrant promotion to the rank of Associate 
Professor.  Normally, a faculty member must serve at least five years as Assistant Professor with the doctorate or MFA or the 
professional equivalent before becoming eligible for promotion to the rank of Associate Professor. 
 
The rank of Professor is a senior faculty rank reserved for faculty members who have distinguished themselves with a record of 
substantial achievement.  It signifies recognition by the University of teaching, professional activities, and service of the highest 
quality.  Normally, a faculty member must serve at least five years as Associate Professor at Southwestern University before becoming 
eligible for promotion to the rank of Professor.  However, promotion to the rank of Professor is not automatic upon completion of 
five years as Associate Professor.  In some cases, the rank of Associate Professor will be the appropriate final rank for a faculty 
member at Southwestern University. 
 
The rank at which a new faculty member is hired and the number of years of credit granted toward tenure and eligibility for 
promotion for service at other institutions are to be negotiated at the time of hiring so as to conform with the above descriptions of 
rank. 
 

 

                                                           
 
1 For purposes of appointment renewal, “academic year” is defined to extend from September 1 to August 31 of the following year. 
 
2 Nevertheless, even after December 15 of the second year, a faculty member whose appointment has been renewed may still be 
notified by the following August 31 that his/her third year appointment is terminal. 
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Post-Tenure Conferences 
 

The pre-tenure evaluation process mandates informal conferences between department chairs and junior faculty in years 1, 3, and 5.  
These conferences focus on Brief Annual Reports, syllabi, course evaluations, etc.  This pattern should be extended to the post-
tenure years, and should include biennial informal conversations between chairs or designated senior members and tenured 
department members (including department chairs), in which the faculty member’s work as a teacher-scholar is the key focus.  No 
written record is to be kept of these conversations.  They are formative rather than evaluative, intended to promote ongoing 
discussion about career development, and will exist alongside the pattern of formal post-tenure review. 
 

Review and Promotion – Tenured Faculty Members 
 
Tenured faculty members will be reviewed every five years by the department chair, the division chair, and the appropriate academic 
dean.  The academic dean will discuss the review in conference with the faculty member.  This conference will represent the 
institution’s viewpoint regarding the faculty member’s performance in the three areas related to faculty evaluation (see “Evaluation of 
Faculty” in this chapter), and where appropriate, progress toward promotion to Associate or Full Professor. The department chair 
will be present at this conference, unless the dean and/or faculty member feel that a private conference would be more appropriate.  
If the private conference is held, the dean will communicate the information from this conference to the department chair. 
 
Formal review of the eligibility for promotion of a tenured faculty member with the rank of Associate Professor to the rank of 
Professor will de done by the Faculty Status Committee and the appropriate academic dean only at the request of the faculty member.  
Normally this request should be made in the fifth year following the awarding of tenure.  However, tenured faculty have the right to 
request a promotion review in their fourth year. 
 
Faculty members must request a review by writing a letter of intent to the Provost with a copy to the Chair of the Faculty Status 
Committee and the Dean of the School of Fine Arts, when applicable, in the year they intend to be reviewed, by the first day of fall 
semester classes.  At that time, the professional file, including a concise personal statement, must be complete.  (See “Professional 
Files” in this chapter.)  After each review is completed, the Provost and the Dean of the School of Fine Arts, when appropriate, will 
hold a conference with the faculty member to discuss the outcome of the review.  All reviews of faculty performance will conform to 
the procedures and criteria for evaluation described in the Faculty Handbook.  Promotions are considered by the Board of Trustees 
during the Board’s regular spring meeting.  The President informs by letter those persons who have been promoted, and all 
promotions are announced on campus through campus publications. 
 
Following each review, the faculty member, in conjunction with the department chair, will establish a set of goals for the following 
academic year.  These goals will be based on feedback provided by the department chair to the faculty member during the 
promotional review.  Progress toward these goals should be reflected in the faculty member’s annual report and in the department 
chair’s annual report, both submitted to the Provost and Dean of the Faculty. 
 

Promotion – Professional Librarians 
 
The system of promotion for professional librarians parallels that for teaching faculty while it reflects librarians’ distinct work 
responsibilities, education, skills, and contributions within the academic community.  Although librarians at Southwestern are not 
eligible for tenure, this promotion system is a means of acknowledging and rewarding sustained excellence of professional 
performance. 
 
General Guidelines: 
 
1. Appointment as a librarian at Southwestern requires a strong academic background, including a Master’s Degree in 

Librarianship, the recognized terminal degree for academic librarian practitioners, from an American Library Association 
accredited program. 

 
2. A librarian’s initial professional appointment at Southwestern will normally be at the rank of Assistant Professor, and the 

initial letter of appointment will state the librarian’s rank. 
 
3. From the time of initial hire in a regularly budgeted professional position, a librarian begins to build a professional file that 

reflects the full range of her or his activities and accomplishments.  The professional file is housed in the office of the Dean 
of Library Services, and maintaining and updating the file is the sole responsibility of the individual librarian. 

 
4. A librarian may be considered for promotion to Associate Professor in her or his sixth year of professional employment at 

Southwestern.  (Previous professional employment at other academic institutions may reduce the length of time for 
promotion consideration.  Such early eligibility for promotion must be stated in writing at the time of initial hire.)  In May of 



 

  

 

43 

an individual’s fifth year of service, she or he may write a letter to the Dean of Library Services (with a copy to the Provost) 
requesting consideration for promotion to Associate Professor. 

 
5. A librarian who wishes to enhance further her or his professional record before being considered for promotion may defer 

the promotion review beyond the sixth year.  A librarian may choose to discuss the viability of a promotion request with the 
Dean of Library Services before writing a formal letter of request for consideration for promotion. 

 
6. Once a librarian achieves the rank of Associate Professor and completes five additional years of service, her or his activities 

and accomplishments pursued since becoming Associate Professor will service as the basis for consideration for promotion 
to Professor.  When the individual librarian is ready for consideration, she or he activates the promotion process with a 
letter to the Dean of Library Services.  (Note that the rank of Associate Professor may be the highest attained rank for some 
librarians, as it is in the case of some teaching faculty.) 

 
Criteria for Promotion of Professional Librarian: 
 
Academic librarianship requires that librarians have a through  knowledge of the nationally accepted standards and values of the 
profession and the ability to interpret and apply these standards and values to development and enhancement of library resources and 
service appropriate to Southwestern.  The following criteria apply to the librarian in consideration for promotion: 
 
1. Primary Professional Responsibilities.  Each librarian has specific responsibilities at Southwestern that relate to one or more of 

the specialties within academic librarianship:  reference services, automation services, cataloging, etc.  These responsibilities 
constitute the focus of each professional’s work and should be fulfilled in accordance with professional standards at a level 
of excellence. 

 
2. Teaching Effectiveness and Instructional Support.  In addition to each librarian’s professional specialty with the Library, all 

members of the Library’s professional staff contribute in a variety of ways to the undergraduate teaching mission of the 
University.  All librarians participate in library instruction to students in First-Year Seminar.  All provide direct one-on-one 
instruction and guidance to students in provision of reference service.  In some cases, librarians prepare course 
bibliographies and present individual class lectures for specific courses.  Librarians work collaboratively with teaching faculty 
in building the collection to support instructional needs.  Librarians undertake comprehensive collection evaluations as part 
of periodic academic department/program reviews.  Librarians also provide an array of library instructional support services, 
including database services, reserves, interlibrary services, etc., that directly or indirectly support the instructional mission of 
Southwestern. 

 
3. Service.  It is expected that librarians demonstrate commitment to the Library and to the University’s educational goals 

though active and productive committee work and through University and community service.  Community service might 
include work in support of public education, literacy, and cultural programs. 

 
4. Professional Development.  All librarians are expected to demonstrate continuing commitment to the library profession by 

participation in and contribution to its activities.  These include membership in professional organizations, continuing 
education, publication or presentation of papers, and use of Abercrombie and Cullen grant opportunities to further 
professional development and research. 

 
5. Leadership.  Especially in consideration for promotion from Associate to full Professor, a professional librarian’s ability and 

willingness to demonstrate qualities of leadership in her or his professional life will also be taken into account. 
 
Professional Librarian Promotion Process: 
 
1. After a librarian writes to the Dean of Library Services requesting consideration for promotion, the Dean reviews the 

individual’s professional file to advise the librarian about additional documentation (see below for types of documentation 
recommended for the professional file), to discuss letters of reference from inside and outside the University, etc. 

 
2. The librarian may then request letters of recommendation from individuals familiar with her or his professional work both 

inside and outside the University.  These letters should be sent directly to the Dean of Library Services to be included in the 
librarian’s professional file with the permission of the librarian. 

 
3. The Library Committee of the Academic Affairs Council serves as the primary evaluative body for the purpose of 

promotion consideration for librarians.  When the Committee serves in that capacity, it will be altered to include only 
tenured faculty members and librarians at the rank of Associate Professor or higher.  The senior (fourth year) member of 
the Faculty Status Committee serves as a member of the Library Committee to provide credibility, consistency, and a 
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context for the librarians’ promotion process.  With the exception of the liaison from the Faculty Status Committee who 
serves for one year, all members of the Library Committee serve two-year, staggered terms to assure continuity in the 
librarians’ promotion system. 

 
4. The complete professional file of a librarian under consideration for promotion is maintained in the office of the Dean of 

Library Service, and is made available to the members of the Library Committee for review.  After examination of the 
professional file, consultation with the Dean of Library Services and others, and deliberation of the matter, the Committee 
makes its recommendation regarding promotion in writing to the President.  Likewise, the Dean of Library Services also 
reviews the professional file and sends a recommendation in writing to the President.  In addition, the Provost, after review 
of the professional file and consultation with the Dean of Library Services and the Library Committee, as necessary, sends a 
written recommendation to the President. 

 
Documentation in the Professional File for Librarians: 
 
Listed below are examples of the kinds of documentation that might be included in building the professional file.  It is anticipated 
that an individual librarian will have a range of documentation to support promotion, but not necessarily all of the kinds noted below.  
The professional file will contain a complete, up-to-date resume, plus: 
 
1. Primary Professional Responsibilities.  Copies of departmental annual reports; annual performance evaluations; copies of reports 

or memos documenting projects, problem solving, etc.; policy statements; and letters from faculty colleagues, students, and 
others. 

 
2. Teaching Effectiveness and Instruction.  Course evaluations of First-Year Seminar and specially adapted evaluations of other 

course instruction; copies of bibliographies, handouts, brochures, and other educational materials prepared by the librarian; 
copies of collection evaluation reports for departmental/program reviews; acknowledgements or correspondence from 
teaching faculty regarding collection development collaboration on projects; and library surveys that document faculty or 
student satisfaction with various library instruction or support services. 

 
3. Service.  Record of University committee service, including service as a chair or secretary; record of participation in 

committee activities; letters from colleagues outside the Library regarding contributions to committee work, etc.; activities in 
the local community environs relevant to the University’s mission, e.g., activity in cultural and/or educational community 
efforts. 

 
4. Professional Development.  Evidence of participation in regularly scheduled job-related course work; pursuit of additional 

advanced degrees; attendance at professional meetings, seminars, or workshops; evaluation of course work from professors, 
etc.  Research and publication of articles, books, or book chapters that contribute to the professional library literature; 
presentation of research at national, regional, or state professional conferences; preparation and submission of a grant 
proposal to support a library project.  Written feedback from colleagues in the form of book reviews or letters.  Research 
and preparation of a major campus or off-campus exhibit with  accompanying exhibit catalog or bibliography. 

 
5. Leadership.  Service as a chair and/or other demonstration of leadership on campus committees, within state, regional, or 

national professional organizations, and within public service community affairs and the like.  Demonstration of leadership 
takes on special importance when promotion to Professor is being considered. 

 
Promotion – Academic Affairs Staff with Faculty Rank 

The system of promotion for Academic Affairs staff with faculty rank reflects certain staff members’ distinct work responsibilities, 
education, skills, and contributions within the academic community.  Although individuals in this category are not eligible for tenure, 
this promotion system is a means of acknowledging and rewarding sustained excellence of professional performance. 
 
To be eligible for consideration for promotion within this policy, 100% of the individual’s work must be dedicated to one academic 
division or school and at least 50% percent of the individual’s duties, as reflected in the job description, must be dedicated to 
classroom instruction of academic coursework and/or direct support of classroom instruction of academic coursework (i.e. class 
preparation, laboratory management, or curriculum management).  Currently, the following positions have been designated as eligible 
for consideration for promotion within this policy: Director of the Language Learning Center, Lab Manager in Biology, Director of 
General Chemistry Laboratories, and Director of Communication Studies Internships. As members of the University staff, all staff 
members with faculty rank are governed by the University’s Staff Handbook. 
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General Guidelines: 
 
1. Appointment as a staff member with faculty rank at Southwestern requires a strong academic background 

appropriate to departmental needs, including a graduate degree in a relevant field from an accredited institution. 

2. A staff member’s initial professional appointment at Southwestern will be at the rank of Assistant Professor 
(assuming the appropriate terminal degree has been earned; if not, the rank will be Instructor).  The initial letter of 
appointment will state the staff member’s rank. 

3. From the time of initial hire in a regularly budgeted professional position, staff begin to build a professional file that 
reflects the full range of their activities and accomplishments.  The professional file is housed in the office of the 
Provost or, where applicable, in the office of the Dean of the School of Fine Arts, and maintaining and updating the 
file is the sole responsibility of the individual. 

4. Staff may be considered for promotion (either from Instructor or Assistant Professor) in the sixth year of 
professional employment at Southwestern.  For consideration of promotion to rank of Associate Professor, a staff 
person must hold a terminal degree in that discipline.  Previous professional employment at other academic 
institutions may reduce the length of time for promotion consideration.  Such early eligibility for promotion must be 
stated in writing at the time of initial hire.  In May of an individual's fifth year of service, she or he may write a letter 
to the Provost (with a copy to the Dean of the School of Fine Arts, where applicable) requesting consideration for 
promotion. 

5. Staff who wish to enhance further their professional record before being considered for promotion may defer the 
promotion review beyond the sixth year.  Staff may choose to discuss the viability of a promotion request with the 
Provost or, where applicable, the Dean of the School of Fine Arts before writing a formal letter of request for 
consideration for promotion. 

6.  Once staff are promoted for the first time and complete five additional years of service, their activities and 
accomplishments pursued since the first promotion will serve as the basis for consideration for the second 
promotion.  When the individual is ready for consideration, she or he activates the promotion process with a letter to 
the Provost (with a copy to the Dean of the School of Fine Arts, where applicable).  Note that the rank of Associate 
Professor may be the highest attained rank for some staff members, as it is in the case of some teaching faculty. 

7.  A denial of promotion does not necessarily constitute grounds for termination of employment.  If an individual is 
denied promotion, she or he must wait at least two years before requesting another promotion review. 

Criteria for Promotion: 

Employment as a staff member with faculty rank requires that the individual have a thorough knowledge of their academic discipline 
and the ability to effectively use this knowledge in their respective duties.  The following criteria apply to the staff member in 
consideration for promotion: 

1. Primary Professional Responsibilities.  It is expected that each staff member with faculty rank will fulfill their responsibilities 
at a level of excellence.  These responsibilities are detailed in the position’s job description on file in the Human 
Resources department. 

2. Teaching Effectiveness and Instructional Support.  In addition to each individual’s professional activities within his or her 
academic specialty, all members of the professional staff contribute to the undergraduate teaching mission of the 
University.  Staff members with faculty rank participate directly and indirectly in classroom instruction in multiple ways 
according to the position’s job description on file in the Human Resources department.   

 
3. Service.  It is expected that staff members with faculty rank demonstrate commitment to the University's educational 

goals through productive committee work or other University service.  Especially in consideration for promotion from 
Associate Professor to Professor, the individual’s ability and willingness to demonstrate qualities of leadership in her or 
his professional life also will be taken into account. 
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4. Professional Development.  Staff members with faculty rank are expected to demonstrate an articulated effort to remain 
current in their discipline and to demonstrate continuing commitment to their profession by participation in and 
contribution to its activities.  Evidence of this commitment may include, but is not limited to, membership in 
professional organizations, continuing education, publication or presentation of papers, leading of workshops, 
participation in professional meetings, and use of Abercrombie and Cullen grant opportunities to further professional 
development and research. 

Promotion Process: 

1. To begin the process, the staff member writes to the Provost (with a copy to the Dean of the School of Fine Arts, 
where applicable) requesting consideration for promotion. The Provost and the Dean of the School of Fine Arts (where 
applicable), reviews the individual's professional file to determine, in consultation with the staff member, if the review 
process should proceed. 

2. At the time of promotion, a committee will be appointed consisting of the Provost, the Dean of the School of Fine 
Arts (where applicable), the chair of the Faculty Status Committee, and three persons who the Provost deems to be best 
suited to evaluate the individual’s work.  This committee may solicit any information deemed necessary to perform this 
evaluation.   

3. The complete professional file of a staff member under consideration for promotion is maintained in the office of the 
Provost or, where applicable, the office of the Dean of the School of Fine Arts, and is made available to the committee 
for review.  After examination of the professional file and deliberation of the matter, the Committee makes its 
recommendation regarding promotion in writing to the President.   

Documentation in the Professional File: 

Listed below are examples of the kinds of documentation that might be included in building the professional file.  It is anticipated 
that a staff member will have a range of documentation to support promotion, but not necessarily all of the kinds noted below.  The 
professional file will contain a complete, up-to-date curriculum vita, plus: 

1. Primary Professional Responsibilities.  Copies of departmental annual reports, where applicable; annual performance 
evaluations; a personal statement outlining fulfillment of primary professional responsibilities; and letters from faculty 
colleagues, students, and others. 

2. Teaching Effectiveness and Instruction.  Handouts, including syllabi; online documents and other educational materials 
prepared; acknowledgments or correspondence from teaching faculty regarding materials development and/or 
collaboration on projects; awards or other recognition; and lab surveys that document faculty or student satisfaction 
with various materials and services. Although not part of the professional file, course evaluations (where applicable) will 
be considered in evaluating teaching effectiveness. 

3.  Professional Development.  Evidence of substantial job-related study; pursuit of additional advanced degrees; attendance at 
professional meetings, seminars, or workshops; evaluation of course work from faculty; research and publication of 
articles, books, or book chapters that contribute to the literature of the staff member’s field; presentations (e.g. papers, 
panel discussions, workshops) at national, regional, or state professional conferences; and preparation and submission 
of grant proposals. 

4. Service.  A record of appropriate University service that may include the types of service outlined under “Contributions 
to the University Community” in the Evaluation of Faculty section of this handbook. 

 
 

Salary Increases 
 
Provisions adopted by the Board of Trustees at its meeting on January 30, 1970, are as follows: 
 
1. Increases in salary will be given for the following reasons: 

A.  Cost of living increase adjustments across the board; 
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B.  Salary increases to bring Southwestern in line with current salary norms will be made with deliberate speed; 
C.  Merit increases to individual faculty members. 

2. Because of inequalities in the personnel market in different fields, it is desirable to provide rather large overlaps in the salary 
ranges of different ranks. 

3. The University conducts periodic studies of the salary system and makes every attempt to provide an equitable system of 
salary distribution based on both objective measures and assessment of performance. 

 
Grievance Procedures 

 
Faculty members may file grievance petitions with the Provost.  Non-faculty personnel may file such petitions with the Vice President 
for Fiscal Affairs.  In each case, the administrative officer receiving the petition shall consult with the Human Resources department 
for setting up an equitable procedure for dealing with the grievance. 
 
Grievances related to equal employment opportunity must be filed in writing and must relate to issues regarding race, color, religion, 
age, sex, national or ethnic origin, or disability status.  The University’s Associate Vice President for Human Resources is located in 
the Cullen Building.  The office telephone number is (512) 863-1435. 

 
Faculty Appeal 

 
Faculty members on continuing appointment shall be heard forthwith at their request on any matter pertaining to their status, duties, 
or privileges at meetings of the Executive Committee of the Board of Trustees or at a full meeting of the Board provided they have 
exhausted all regular administrative remedies related to the issue which they propose to bring before the Executive Committee.  Such 
requests for a hearing should be addressed in writing to the Chair of the Board of Trustees. 
 

Faculty Handbook Advisory Committee 
 
There is a faculty committee to advise the President on the Faculty Handbook.  It is made up of five faculty members who meet with 
the Provost.  One faculty member will be elected from each division and one from the School of Fine Arts to serve four-year terms, 
with one member rotating off each year.  In addition, one faculty member will be elected at-large by the general faculty annually to 
serve one year.  The faculty member serving a fourth year on the committee will serve as chair for that year.  Normally, the members 
of this committee will not be currently serving on the Faculty Status Committee. 
 

Procedures for Dismissal with Cause 
 
The Bylaws of the University, Article III, Section 310.4, Paragraph 3, state:  “In the case where dismissal is for good cause, the issue 
will be determined by an equitable procedure established by the Board of Trustees affording protection to the rights of the individual 
and to the interests of the University.”  In conformity with this provision, the Board of Trustees adopted the following procedures at 
its regular meeting on January 27, 1978. 
 
“Adequate cause for a dismissal will be related, directly and substantially, to the fitness of the faculty member in his professional 
capacity as a teacher, and ordinarily will be for incompetence or moral turpitude.  Dismissal will not be used to restrain faculty 
members in their exercise of academic freedom or other rights of American citizens. 
 
Dismissal of a faculty member with continuous tenure, or with a special or probationary appointment before the end of the specified 
term, will be preceded by: 
 
1. Discussion between the faculty member and appropriate administrative officers looking toward a mutual settlement; 
 
2. Informal inquiry by the duly elected Faculty Handbook Advisory Committee which may, failing to effect an adjustment, 

determine whether in its opinion dismissal proceedings should be undertaken, without its opinion being binding upon the 
President (for the purposes of informal inquiry by the Faculty Handbook Advisory Committee, the Provost shall be excused 
from serving); 

 
3. A statement of charges framed with reasonable particularity by the President or the President’s delegate. 
 
A dismissal will be preceded by a statement of reasons, and the individual will have the right to be heard by the Special Hearing 
Committee.  The Special Hearing Committee will be selected from a list of all full-time teaching faculty by the faculty member and 
the President or his delegate.  These two parties will alternate in striking single names from the list until five names remain.  The party 
taking the first turn will be chosen by flipping a coin.  The five faculty members whose names remain will constitute the committee. 
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1. Pending a final decision by the Special Hearing Committee, the faculty member will be suspended, or assigned to other 
duties in lieu of suspension, only if immediate harm to self or others is threatened by continuance.  Before suspending a 
faculty member, pending an ultimate determination of status through the institution’s hearing procedures, the administration 
will consult with the Faculty Handbook Advisory Committee concerning the propriety, the length, and the other conditions 
of the suspension.  A suspension which is intended to be final is a dismissal and will be treated as such.  Salary will continue 
during the period of suspension. 

 
2. The Special Hearing Committee may, with the consent of the parties concerned, hold joint pre-hearing meetings with the 

parties in order to:  a.) simplify the issues, b.) effect stipulations of facts, c.) provide for the exchange of documentary or 
other information, and d.) achieve such other appropriate pre-hearing objectives as will make the hearing fair, effective, and 
expeditious. 

 
3. Service of notice of hearing with specific charges in writing will be made at least twenty days prior to the hearing.  The 

faculty member may waive a hearing or may respond to the charges in writing at any time before the hearing.  If the faculty 
member waives a hearing, but denies the charges against him or her or asserts that the charges do not support a finding of 
adequate cause, the hearing tribunal will evaluate all available evidence and rest its recommendation upon the evidence in the 
record. 

 
4. The Committee, in consultation with the President and the faculty member, will exercise its judgment as to whether the 

hearing should be public or private. 
 
5. During the proceedings, the faculty member will be permitted to have an academic advisor and counsel of choice. 
 
6. At the request of either party or the Special Hearing Committee, a representative of a responsible educational association 

shall be permitted to attend the proceedings as an observer. 
 
7. A verbatim record of the hearing or hearings will be taken and a typewritten copy will be made available to the faculty 

member without cost, at the faculty member’s request. 
 
8. The burden of proof that adequate cause exists rests with the institution and shall be satisfied only by clear and convincing 

evidence in the record considered as a whole. 
 
9. The Special Hearing Committee will grant adjournments to enable either party to investigate evidence as to which a valid 

claim of surprise is made. 
 
10. The faculty member will be afforded an opportunity to obtain necessary witnesses and documentary or other evidence.  The 

administration will cooperate with the Special Hearing Committee in securing witnesses and making available documentary 
and other evidence. 

 
11. The faculty member and the administration will have the right to confront and cross-examine all witnesses.  Where the 

witnesses cannot or will not appear, but the Committee determines that the interests of justice require admission of their 
statements, the Committee will identify the witness, disclose their statements, and if possible provide for interrogatories. 

 
12. In the hearing of charges of incompetence, the testimony shall include that of qualified faculty members from this or other 

institutions of higher education. 
 
13. The Special Hearing Committee will not be bound by strict rules of legal evidence and may admit any evidence which is of 

probative value in determining the issues involved.  Every possible effort will be made to obtain the most reliable evidence 
available. 

 
14. The findings of fact and the decision will be based solely on the hearing record. 
 
15. Except for such simple announcements as may be required, covering the time of the hearing and similar matters, public 

statements and publicity about the case by either the faculty member or administrative officers will be avoided so far as 
possible until the proceedings have been completed, including consideration by the Board of Trustees of the institution.  
The President and the faculty member will be notified of the decision in writing and will be given a copy of the record of the 
hearing. 

 
16. If the Special Hearing Committee concludes that adequate cause for dismissal has not been established by the evidence in 

the record, it will so report to the President.  If the President rejects the report, he will state his reasons for doing so, in 
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writing, to the Committee and to the faculty member and provide an opportunity for response before transmitting the case 
to the Board of Trustees.  If the Committee concludes that adequate cause for a dismissal has been established, but that an 
academic penalty less than dismissal would be more appropriate, it will so recommend, with supporting reasons. 

 
17. Members of the Special Hearing Committee will be forbidden to communicate with any persons concerning the case outside 

of official meetings of the Committee. 
 
If dismissal or other severe sanction is recommended, the President will, on record of the faculty member, transmit to the Board of 
Trustees the record of the case.  The Board’s review will be based on the record of the Committee hearing, and it will provide 
opportunity for argument, oral or written, or both, by the principals at the hearing or by their representatives.  The decisions of the 
Special Hearing Committee will either be sustained, or the proceeding returned to the Committee with specific objections.  If the 
proceeding is so returned, the Committee will then reconsider, taking into account the stated objections and receiving new evidence if 
necessary.  The Board of Trustees will make a final decision only after study of the Committee’s reconsideration.” 

 
Faculty Procurement and The Religious Commitment of the University 

 
Southwestern University values its heritage as a United Methodist Church-related university and seeks to reflect in its life and work 
the finest traditions of the historical and continuing relationship.  Thus, the University is committed to an ecumenical, non-sectarian, 
cosmopolitan approach to undergraduate education focused on the development of the whole person through a broad-based, value-
centered education.  Since the recruitment of quality faculty is vital in the achievement of this commitment, faculty appointments are 
not dependent upon a particular denominational affiliation.  Rather, the University seeks persons who can support both the Judeo-
Christian ethical tradition and the Aims, Core Purpose, and Core Values of the University, so that they can feel comfortable and work 
closely with the University in achieving its mission. 
 

SU Faculty Statement of Religious Diversity3 

Approved by the Faculty on April 24, 2003 
 
Southwestern University is a crossroads for a range of communities.  We are a meeting place for and home to a wide array of cultures, 
multiple generations, an assortment of academic disciplines, and a range of differing perspectives.  Consonant with the educational 
mission of The United Methodist Church, our United Methodist heritage, and Southwestern University’s Core Purpose – fostering a 
liberal arts community whose values and actions encourage contributions toward the well being of humanity – we recognize that 
diversity in one category is impossible without diversity in others.  We are a meeting place for differing religious beliefs and practices 
as well as spiritualities and we encourage, and are committed to providing institutional support to, a diversity of religious traditions, 
spiritualities and ethical systems. 
 
As a community we are committed to the creation of an environment welcoming to people who pursue a variety of meaningful ideas 
and practices.  Our profound commitment is to respect every individual, to be truthful and act with integrity, to pursue peace and 
justice, and to seek to build communities.  For all of us these principles are not merely exhortations but rather standards by which we 
try to live our lives everyday.  As a result, religious life at Southwestern University reflects not only communities of faith but also 
recognizes spiritual and ethical traditions that are not based on religious practice, and we understand that an enlightened model of 
religious diversity encourages the presence and perspective of humanists, agnostics, and atheists. 
 
As a religiously plural community, we recognize that while there are many times and much that we will choose to celebrate together, 
there should be times for Catholics to be together with Catholics, Muslims with Muslims, Hindus with Hindus, Jews with Jews, 
Methodists with Methodists, and so on.  We are committed therefore, to making it as easy as possible for students, faculty, and staff 
to celebrate their own holy days, hold their own retreats and say their own prayers within their respective religious communities.  We 
believe there must be occasions and places where each religious group feels itself to be the norm and where the participants are 
literate in the practices in a unique tradition.  We do not impose our particular religious practices on others; at the same time, we 
welcome friends and visitors at all our activities.  We facilitate participation of Southwestern students in religious communities 
beyond the campus, and welcome our neighbors to religious practices and celebrations on campus. 
 
Our goal is to be appropriately respectful and appreciative of our various religious traditions and those whose traditions are non-
religious.  We seek to provide educational opportunities for each of us to learn about one another’s cultures and practices.  While we 
recognize the need for each group to spend time apart from others, we also recognize the need to get to know each other better, to 
enrich our lives by learning from people whose religious practices differ from ours and people who do not identify themselves with 
an historical religious community.  Dialogue can sometimes be painful; the legacies of intolerance run through the histories of almost 
all religions.  Respectful dialogue, nevertheless, is the first step in modeling a peaceful world, in welcoming what is strange, in making 
new friends, and, for those who so choose, in deepening our spiritual lives.  But no position should be imposed from one person on 
another.  We welcome dialogues based on mutual consent in which the explanation of each person’s secular or religious position is 
offered. 
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As a liberal arts university, Southwestern expects its students and faculty to develop their intellects to the greatest extent possible.  
Through our curriculum and through many activities outside the classroom, we seek to strengthen the academic disciplines and the 
interconnections among them.  We are a university committed to the view that the intellect can most fruitfully develop in an 
environment where there are also opportunities for those who desire spiritual seeking and religious life.  We do not ask members of 
the community to relate intellect and spirit, but understand that a vital community of learning invites conversations between and 
among people of particular religious faiths and those with no faith or affiliation.  Such conversations are integral to our growth and 
development as a liberal arts community whose values and actions encourage contributions toward the well being of humanity – in 
this sense too, then, we are a crossroads community. 
 
3  We have used Earlham College’s official statement on religious diversity as a template for this document. Their statement can be found at 

www.earlham.edu/policies/rel=life.html. 
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The Faculty and University Policy in Student Life Matters 
 
Though the University seeks in no way to control the personal lives of faculty members outside of their faculty role, it expects that 
faculty members will not participate in activities with students that contravene University policy in student life matters. 
 

Faculty Responsibilities and Georgetown Residency 
 
An historic, continuing, and enduring sense of community is the foundation for the entire educational program of Southwestern 
University.  It is, to a large extent, the faculty who foster and perpetuate that sense of community.  Members of the University faculty 
do so by identifying, sharing, and perpetuating a common core of values with regard to church-related, broad-based, undergraduate 
education in a residential setting.  They also contribute importantly to a sense of community by their presence on campus, not only in 
their work with students and colleagues, but also through their fields of specialization and in the ongoing life of the University. 
 
Each faculty member, by his or her presence and activity throughout the life of the University, makes a very special and needed 
contribution to the enrichment of the intellectual/creative life of the University.  The immediate and most obvious place where this 
occurs is in the classroom/laboratory/studio.  However, faculty responsibility extends beyond the classroom into such areas as 
advising and conversations arising over issues raised in class. 
 
In a very special sense, a faculty member serves as a model for students.  It is, thus, critical that faculty members be present on 
campus in a regular and consistent way to be accessible to students both during office hours and at unscheduled times.  Members of 
the faculty are expected, for example, to support by their presence activities throughout the life of the University, such as the Brown 
Symposium, Lecture Series, Artist Series, and various other University events. 
 
Because faculty responsibilities extend across the entire life of the University – from the classroom to advising and informal contact 
with students, to fostering a sense of educational community – faculty members are encouraged to live within reasonable proximity to 
Georgetown.  While the institution recognizes that residence is a matter of personal choice, the University also acknowledges that 
active, on-going participation in the life of the University can be more difficult if an individual lives outside the Georgetown area.  
Thus, faculty members who choose to live beyond the Georgetown area have a special obligation to ensure that this does not 
interfere with their regular participation in the life of the University, their ability to be on campus as needs may arise, and/or to be 
available to students, colleagues, and staff.  Annual reviews will consider the degree to which individuals have met their 
responsibilities as members of the Southwestern faculty. 

 
Privacy of Faculty Offices 

 
It is the policy of the University to respect the privacy of all personal offices.  Personal offices should not be entered by anyone other 
than the recognized occupant except for purposes of cleanup, for delivery services (to leave mail or materials), or on the basis of 
invitation or prior recognized agreement.  During periods of building renovation, permission is given to architects and builders to 
enter offices specifically and solely for the purpose of ascertaining the measurement and design facts needed for planning purposes.  
In cases where offices are to be changed, the occupant will be advised ahead of time and invited to engage in any pre-packing which 
is desired, to leave instructions to the movers, or to participate in the moving process.  In cases where the occupant does not respond 
to the notice within a reasonable period of time, the administration will assume that such failure to respond constitutes permission to 
effect the change.  No changes will be made during holiday periods unless the occupant has been advised prior to the last class day. 
 
Information Technology Services (ITS) staff assume that a request for service includes permission to enter an office to provide that 
service unless told otherwise.  In the infrequent situations where many or all faculty offices must be entered, ITS will provide twenty-
four hour advance notification of the time period(s) during which ITS will be servicing computer equipment.  In an emergency 
situation, such as when a computer system is actively propagating a virus or is otherwise disrupting network services, ITS may enter 
an office to disconnect the infecting system from the network. 
 

Course Evaluation System 
 
1. All teaching faculty participate in the student course evaluation program.  All courses shall be evaluated near the end of each 

regular semester by those students taking each course.  A common evaluation form is used by all faculty.  However, in 
special cases, a faculty member may provide a form that meets the approval of the Provost in consultation with the Chair of 
the Faculty Affairs Council.  These evaluations become part of the normal University faculty evaluation process in which 
evaluation forms may be reviewed only by those persons who have access to a faculty member’s professional file as defined 
in item 5 below. 

 
In special circumstances (such as an experimental course, a course being taught for the first time, teaching out of the faculty 
member’s field, team teaching), a faculty member may request that the evaluation for a particular course be reviewed only by 



 

  

 

52 

the faculty member.  Such an exception to the normal evaluation process may be requested by filing a form provided for this 
purpose by the Office of the Provost.  The form includes a section for stating the reason for exception and whether such an 
exception has been made for that course in the past.  The request form is approved by the faculty member’s 
department/program chair and the Dean of the School of Fine Arts or the Provost, and then filed with the Provost by the 
published deadline. 

 
2. Evaluations are to be scheduled within the last two weeks of the semester, with twenty minutes set aside during each class 

for this purpose.  Note:  Students not present for the evaluation session may not complete evaluation forms at a later time. 
 
3. The Office of the Provost prepares packets for each course/section to be evaluated.  These packets are then mailed to the 

faculty member, who takes the appropriate packet to class on the scheduled days.  The designated student hands out the 
forms to the class, then picks up and returns the completed forms to the Office of the Provost in the original envelope.  
This procedure is carried out without comment by the student, and the teacher does not remain in the classroom while the 
evaluation forms are being completed. 

 
4. The completed evaluation forms, upon their return, are kept in the Office of the Provost until course grades have been 

turned in.  The forms are then made available to the faculty member and to other authorized individuals as defined 
elsewhere in this policy.  If a faculty member has requested copies of his or her evaluation forms, the copies will be charged 
to the appropriate academic department.  Evaluation forms then become part of a faculty member’s professional file in the 
office of the Provost or the Dean of the School of Fine Arts, but remain available for the faculty member to review. 

 
5. Evaluation forms are available for review only by persons who have access to a faculty member’s professional file:  the 

faculty member, the department/program chair, the division/school chair, members of the Faculty Status Committee, the 
Provost (or designate), the Dean of the School of Fine Arts, and other administrative personnel involved in faculty 
evaluation for the purpose of reappointment, promotion, tenure, and salary decisions.  None of the information is available 
to students. 

 
6. Completed evaluation forms for all faculty are available in the Office of the Provost for the most recent two semesters, then 

moved to archival storage for a period of seven years.  After that time, the Provost offers them to the faculty.  Those files 
that are not claimed are shredded. 
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V.  FACULTY DEVELOPMENT PROGRAM 

 
Southwestern University is committed to a systematic and comprehensive program of faculty development.  This program is provided 
in order to make possible the continued renewal of individual faculty members as professionals within their disciplines and as masters 
in the art of teaching.  It also serves to maintain a strong and vital academic environment for the education of students.  Professional 
development and renewal form a part of every faculty member’s responsibility at Southwestern University, and the University seeks to 
support that kind of activity through several channels. 
 
Southwestern University is grateful to the J.S. Abercrombie Foundation,  the William A. McMichael Enrichment Fund, the Cullen 
Foundation, the Claud Howard and Elizabeth A. Crawford Endowment Fund, and the John McKee Sharpe Sr. and John McKee 
Sharpe Jr. Faculty Development Endowment for their generous support of faculty professional development through Professional 
Development Accounts and the Competitive Faculty Development Program. Additionally, the University is grateful to the Pauline 
and J.C. Fleming Endowment for Excellence, the Cullen Foundation, the William B. Jones Faculty Fellowship Fund and the Mundy 
Faculty Fellowship Fund for their generous support of faculty and student research through the Faculty-Student Projects Program. 
 

Internal Grant Guidelines 
 

1. Please make sure you have a current CV with the date of submission on the front page on file in the Provost’s office.  If the 
Awards Committee needs to reference your CV, this is where they will look. 

 
2. Please attach a detailed budget and budget justification of no more than one page to the cover sheet.  A budget, budget 

justification and completed internal grants cover sheet are required for all grant applications. 
 
3. If you need to, attach a project description of no more than two pages (for Competitive Faculty Development grants) to the 

cover sheet.  Complex projects with multiple participants (Faculty-Student Projects, Mellon Integrated Scholarly Community 
grants) may attach no more than four pages.  For projects with multiple participants, enter the lead faculty member’s name on 
the cover sheet and list other participants in the project abstract and/or narrative. You do not need to attach a project 
description to the cover sheet if your proposal requests only conference attendance, professional association membership fees, 
books, etc.  A budget sheet with justification is still required.  Attach a project description only if your request requires 
explanation.  Research and creative projects do need fuller explanation. 

 
4. On the cover sheet under “Previous Funding for this Project,” please be specific and brief. 

 
5. On the cover sheet under “Project Abstract,” briefly describe your proposed project in a paragraph. 

 
6. On the cover sheet under “Planned Project Outcome,” please be succinct.  For example, if you are aiming for an article, a book, 

a conference presentation, just say so and provide the planned title.   
 
7. On the cover sheet specify for what you will use your $1,400 professional development account.  (Competitive Program and 

Faculty-Student Projects applications only.) 
 
8. Please note that program guidelines (Competitive Faculty Development Grants, Faculty-Student Projects, Mellon Integrated 

Scholarly Community) also apply.   
 
9. A complete application consists of the following: 
 

• a current CV on file in the Provost’s Office 
• a completed internal grants cover sheet (required) 
• a budget and budget justification (required) 
• an appended project narrative (if necessary)  
• any additional material required by program guidelines  

 
Awarded funds will be available after commencement for use in the following summer and academic year.  Project work must be 
completed before April 30, and any credit card charges must be made by the Business Office deadline.   
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Andrew W. Mellon Integrated Scholarly Community Program 
 
The Andrew W. Mellon Foundation awarded Southwestern a three-year, $150,000 grant to promote integrated (group, 
interdisciplinary or multidisciplinary) activities by faculty.  The Awards Committee invites proposals focusing upon: 
 

• study abroad (scholarly research abroad by a interdisciplinary or multidisciplinary faculty group interested in a common 
question) 

• research (interdisciplinary or multidisciplinary faculty group research on a project of common interest or possible future 
international activities with students) 

• innovative pedagogies (interdisciplinary or multidisciplinary faculty group planning and implementation of non-traditional 
strategies and methods of teaching and learning) 

• community-based learning (interdisciplinary or multidisciplinary faculty group planning and implementation of a 
community-based learning project with a local school or community group) 

• diversity on campus (interdisciplinary or multidisciplinary faculty group planning and presentation of campus activities 
aimed at understanding issues of race, ethnicity, class and/or gender) 

 
The terms “interdisciplinary or multidisciplinary” are intended as guidance.  It is also acceptable for members of the same department 
or division to work together.  The intent is to encourage interdisciplinary and multidisciplinary work, not to require it.  Also, at least 
one team member must be faculty, but staff members are welcome in project teams.  The point is to encourage faculty and 
faculty/staff to talk with each other and work together on significant projects. 
 
Please submit an internal grants cover sheet, a project narrative of no more than four single-spaced pages, and a budget and budget 
justification of no more than one page.  The project narrative and budget should address these items in this order: 
 

Project Narrative 
• Project title, names and contact information for project participants. 
• Significance of project 
• Brief project timeline 
• Qualifications/experience of team members 
• Result or product of the project 
• A plan and commitment to present the project results to the Southwestern University community within a year and 

one-half from the date of the award 
 
Budget 
• Faculty stipends (summers only - $4,000 maximum) 
• Faculty travel (list hotel and airline cost) 
• Faculty research expenses 
• Other expenses 

 
The faculty awards committee will award (for the current year) a total of up to $50,000.  Project teams may request any amount up to 
a maximum award of $16,666 per team.  Allowable expenses include summer stipends, supplies, travel, publication costs, and any 
other reasonable expenses (in the judgment of the awards committee) that apply to the proposed project.  Expenses should be 
explained and justified in the budget justification and, if necessary, in the project narrative.  Faculty stipends may be paid through 
regular payroll (taxable) and/or as professional development accounts (non-taxable, receipts required).  The deadline for proposal 
submission is January 19 or the next business day if the deadline falls on a weekend or holiday.  Awards will be announced shortly 
after that.  Awarded funds will be available after commencement for use in the following summer and academic year.  Project work 
must be completed before April 30, and any credit card charges must be made by the Business Office deadline. Questions should be 
directed to the Assistant Dean of Faculty Development and Sponsored Programs. 

 
Faculty-Student Projects  

 
This program funds a range of faculty-student projects including but not limited to laboratory research, archival research, research in 
preparation for honors theses or other significant student projects, and projects in the studio arts, music and theatre.  Projects may 
involve collaborative faculty-student research, faculty supervised undergraduate research, or intensive projects in the arts, music and 
theatre.  The goal is to accommodate different types of faculty-student projects aimed at improving student learning and 
strengthening faculty teaching and/or scholarship.  Tenured and tenure-track faculty and academic affairs staff with faculty rank may 
apply.  Part-time and visiting faculty may apply with departmental approval. In this program, students work closely with faculty.  The 
program pays faculty and student project expenses during the academic year.   For up to eight summer weeks, the program pays 
faculty and student stipends, student housing, project expenses, travel and other items related to the particular project.   
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Please submit a project narrative of no more than four single-spaced pages, and a budget and budget justification of no more than 
one page.  Review the internal grants guidelines and submit the required internal grants cover sheet.  The project narrative and budget 
should address these items in this order: 
 

Project Narrative 
• Project title, names and contact information for project participants 
• Significance of project 
• Faculty and student learning objectives 
• Describe the faculty and student roles and activities in the project. 
• If at all possible, name the students. 
• Brief project timeline 
• Result or product of the project 
• A plan and commitment to present the project results to the Southwestern University community within a year and 

one-half from the date of the award 
 

Budget 
• Describe on the internal grants cover sheet how you will use your $1,400 PDA 
• Faculty stipend(s) – (summers only - $4,000 maximum for eight week projects) 
• Faculty travel (list hotel and airline cost) 
• Faculty research expenses 
• Student stipend (s) (summers only) 
• Student travel (if any) 
• Student housing (summers only – 8 week maximum) 
• Student research expenses 
• Other expenses 

 
Expenses should be explained and justified in the budget justification and, if necessary, in the project narrative.  Faculty stipends may 
be paid through regular payroll (taxable) and/or as professional development accounts (non-taxable, receipts required).  The deadline 
for proposal submission is January 19th or the next business day if the deadline falls on a weekend or holiday. Awards will be 
announced shortly after that.  Awarded funds will be available after commencement for use in the following summer and academic 
year.   Project work must be completed before April 30th of that academic year, and any credit card charges must be made by the 
Business Office deadline.  Questions should be directed to the Assistant Dean of Faculty Development and Sponsored Programs. 
 

Competitive Professional Development Funds  

Tenured and tenure-track faculty members, full-time coaches, librarians and academic affairs staff with faculty rank may apply for 
competitive professional development funds to reimburse professional development expenses.  These funds may be used for any 
legitimate professional development expense including faculty stipends (up to $2,000), domestic and international travel, conference 
and workshop fees, research expenses, professional association memberships, sabbatical expenses, etc.  In the past few years, awards 
have averaged around $2,100. 
 
Please submit an internal grants cover sheet, a project narrative of no more than two single-spaced pages, and a budget and budget 
justification of no more than one page.  A project narrative is required for research and creative projects, but is not required for 
simple requests for conference attendance, professional memberships, etc.  (See Internal Grants Guidelines and Internal Grants Cover 
Sheet.)  The project narrative and budget should address these items in this order: 
 
 Project Narrative 

• Project title, name and contact information for project participants 
• Professional development plan - describe your plans for professional development for the next five years in terms of 

goals, objectives and outcomes (one paragraph) 
• Project description 

• Significance of project 
• Project activities 
• Brief project timeline 
• Result or product of the project 

 
Budget   
• Describe on the internal grants cover sheet how you will use your $1,400 PDA 
• Faculty stipend ($2,000 maximum) 
• Faculty travel (list hotel and airline cost) 
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• Faculty research expenses 
• Other expenses 

 
Expenses should be explained and justified in the budget justification and, if necessary, in the project narrative.  Stipends may be 
awarded through regular payroll (taxable) and/or as professional development accounts (non-taxable, receipts required).  Please note 
that the Awards Committee will assign faculty stipends a lower priority than research expenses, supplies and travel.  If cuts are 
required, the first cut will likely be to stipends. This program does not fund student stipends or summer student housing.  The 
deadline for proposal submission is February 2nd or the next business day if the deadline falls on a weekend or holiday.  Awards will 
be announced shortly after that.  Awarded funds will be available after commencement for use in the following summer and academic 
year.  Project work must be completed before April 30th of that academic year and any credit card charges must be made by the 
Business Office deadline.  Questions may be directed to the Assistant Dean of Faculty Development and Sponsored Programs. 
 

Brown Junior Fellows Program  
 

The Brown Junior Fellows Program is designed to provide tenure-track faculty with the opportunity to devote additional attention to 
the completion of scholarly and/or creative projects.  Faculty may apply to have a release of three courses for the academic year 
(normally a 2-1 or 1-2 teaching load for one academic year).  With appropriate justification, junior faculty may request the three-
course reduction in one semester.  Such proposals must provide a rationale for this request.  In all cases, selected faculty members 
remain responsible for advising, committee work, and other departmental obligations during the semester in which the course releases 
are granted.  Each proposal must provide a justification for the type of course release requested.  Each proposal may include a budget 
of up to $2,000 for expenses related to the project.  The faculty member may also request a stipend of $3,000 to support work 
conducted during the summer following the Brown Junior Fellowship appointment. The University awards two fellowships annually. 
 
Applications with the projected budget and the departmental impact statement should be submitted no later than 5:00 p.m. on 
October 28th or the next business day if the deadline falls on a weekend or holiday. 
 
Conditions of the Brown Junior Fellows Program are as follows:   
 

1. Faculty eligible for the program will hold pre-tenure status and will have received a favorable second year comprehensive 
review.  (Faculty in their second year may apply, anticipating eligibility.) 

 
2. Applications should carefully describe the proposed plan of scholarship and/or creative activity, including expected 

outcomes.  A departmental impact statement, prepared by the prospective Fellow’s Department Chair, should be included.  
This statement should evaluate the quality of the project and propose the manner in which the prospective Fellow’s courses 
will be replaced.   

 
3. Faculty may receive only one Brown Junior Fellowship in the pre-tenure period. 
 
4. Fellows qualify for a $3,000 summer stipend for the summer concluding the fellowship period and up to $2,000 in expense 

support for the fellowship period.  A budget outlining the projected use of the expense support should be submitted with 
the proposal.  Faculty receiving a summer stipend may not receive another stipend from the University during the same time 
period. 
 

5. If the proposal is accepted a final report on the use of your grant is due by October 6th of the next academic year. 
 

The Awards Committee’s recommendation will be forwarded to the President for final approval.   
 
Notification of awards will be made shortly after the deadline for submission of applications.  Questions may be directed to the 
Assistant Dean of Faculty Development and Sponsored Programs. 
 

 
 
 

Brown Senior Fellows Program  
 

The Brown Senior Fellows Program is designed to give senior faculty with substantial research and/or creative projects additional 
time to conduct their scholarly work.  Faculty may apply to have release from one semester of teaching responsibility or a release of 
three courses for the academic year (a 2-1 or 1-2 teaching load for one academic year).  Each proposal must provide a justification for 
the type of course release requested.  Each proposal may include a budget of up to $2000 for expenses related to the project.  The 
faculty member may request a stipend of $3,000 for work conducted in the summer following the fellowship period.  While the 
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majority of awards will be for a one-year period, it will be possible for a faculty member to submit a proposal requesting 
consideration of a two-year project not to exceed 3 courses per year over the two-year period (with corresponding increases in the 
budget and stipend).  The University makes two awards annually. 
 
Applications with the projected budget and the departmental impact statement should be submitted no later than 5:00 p.m. on 
October 28th or the next business day if the deadline falls on a weekend or holiday. 
 
Conditions of the Brown Senior Fellows Program are as follows:   
 

6. Eligible faculty members must have tenure and possess the rank of Associate or Full Professor. 
 
7. Applications should carefully describe the proposed plan of scholarship and/or creative activity, including expected 

outcomes.  A departmental impact statement, prepared by the prospective Fellow’s Department Chair, should be included.  
This statement should evaluate the quality of the project and propose the manner in which the prospective Fellow’s courses 
will be replaced.  

 
8. Endowed chairs (including Brown Chair holders) are eligible for the course release element of this program.  Endowed 

chairs may not, however, request funds to support expenses related to the project or a summer stipend.  Holders of 
University Scholar positions are not eligible. 

 
9. Faculty who receive a Brown Senior Fellowship may not apply again until at least three academic years beyond the last 

academic year in which they receive a course release related to the fellowship. 
 

10. Fellows qualify for a $3,000 summer stipend for the summer concluding the fellowship period and up to $2,000 in expense 
support for the fellowship period.  A budget outlining the projected use of the expense support should be submitted with 
the proposal.  Faculty receiving a summer stipend may not receive another stipend from the University during the same time 
period. 
 

11. If the proposal is accepted a final report on the use of your grant is due to by October 6th of the next academic year. 
 
The Awards Committee’s recommendation will be forwarded to the President for final approval.   
 
Notification of awards will be made shortly after the deadline for submission of applications.  Questions may be directed to the 
Assistant Dean of Faculty Development and Sponsored Programs. 
 

 
Brown Fund for Innovation in Teaching 

  
The Brown Fund for Innovation in Teaching is designed to provide support to faculty members who are interested in developing 
programs designed to enhance, improve, and inspire teaching at Southwestern University.  The range of proposal topics may include 
programs to explore the development of interdisciplinary and team-taught courses, the development of pedagogy workshops and 
programs for Southwestern University faculty, the development of peer networks for the improvement of teaching, community-based 
learning programs, and other innovative pedagogical programs. The University makes one award annually. 
 
Fellowships will be awarded for a period of up to one year and may include funds for materials and other program development 
expenses in the amount of $3,500 and a stipend of $1,500 for activities conducted in the summer following the fellowship year.  In 
addition, recipients of the Brown Fund for Innovation in Teaching will receive a one-course release during the academic year in order 
to develop and implement the program.   Faculty receiving a summer stipend will not be eligible to receive another stipend from the 
University during the same period. 
 
Applications with the projected budget and the departmental impact statement should be submitted no later than 5:00 p.m. October 
28th or the next business day if the deadline falls on a weekend or holiday.   
 
Conditions of the Brown Fund for Innovation in Teaching are as follows: 
 

1. Faculty eligibility shall be limited to full-time tenured and tenure-track faculty members.  (Tenure-track faculty must have 
received a favorable second-year comprehensive review to be eligible, but faculty in their second year may apply.) 

2. Proposals should contain a detailed description of the proposed project, a timeline for the development and implementation 
of the program, a description of the anticipated outcome from the work, a detailed budget, and a letter of support from the 
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department chair.  This letter of support should evaluate the quality of the project and propose the manner in which the 
course will be replaced.   

3. Applicants should consult with the Assistant Dean of Faculty Development to become familiar with current faculty 
development projects and to determine how the proposed project might add to other on-going faculty development efforts.  
A statement regarding this relationship should be included in the proposal.   

4. Holders of endowed chairs (excluding University Scholar and Brown Chair positions) are eligible to apply for this program.   
5. Normally, faculty who receive funding from the Brown Fund for Innovation in Teaching may not apply again until at least 

three academic years beyond the conclusion of their last project.  
6. If the proposal is accepted a final report on the use of your grant is due by October 6th of the next academic year. 

 
The Awards Committee’s recommendation will be forwarded to the President for final approval.  
 
Notification of awards will be made shortly after the application due date.  Questions may be directed to the Assistant Dean of 
Faculty Development and Sponsored Programs. 
 

 
University Scholars Program 

 
The University Scholars Program was established to make it possible for Southwestern University to achieve a new level of distinction 
among liberal arts colleges and universities by supporting faculty members who have a national reputation in their discipline and who 
are committed to the role of teacher/scholar.  The program recognizes persons on the faculty who have achieved national recognition 
in their field, and who have contributed to the enhancement of the mission of the University in a significant manner, over a 
substantial period of time.  Individuals appointed as University Scholars are provided with opportunities to continue a substantial 
commitment to the academic pursuits that have brought them prominence, while fully participating actively in the educational life of 
the University.  These opportunities include a reduced teaching load, more frequent eligibility for sabbatical leaves, research stipends, 
and funds for the support of research and professional activities.  University Scholars are appointed by the President upon 
consultation with the Provost. 

 
 

Policies and Procedures for Full-time Faculty Sabbatical Leaves 
 
Statement of Purpose  
 
The professional expertise of the faculty is among Southwestern University's most important resources.  The purpose of the faculty 
sabbatical leave program is to enhance this resource by supporting the long-term professional growth of the faculty.  
 
General Policies  
 
1. Sabbatical leaves support the professional growth and development of the faculty. They are not automatically granted; they are 
investments in the future of Southwestern University's educational program, not rewards for past service.  Each application will be 
individually considered in light of available resources and the overall interests of the University. Where appropriate, the level of 
professional activity and achievement that occurred since the last sabbatical will be used in evaluating whether additional sabbaticals 
are awarded. 
 
2.  Approved post-tenure sabbatical leaves may be taken for one academic year at half salary or one semester at full salary.  Normally, 
sabbatical leaves taken pre-tenure will be for a period of one semester at full pay.  Payment of salary shall be made in accordance with 
the normal university payroll cycle, unless otherwise arranged with the Provost and Associate Vice President for Human Resources.  
The Provost must initiate the payment process by notifying the Human Resources department in writing of the approval of the 
sabbatical leave.  
 
3.  Faculty members who accept sabbatical leaves agree to report the results of their research activities to, when appropriate, the Dean 
of the School of Fine Arts, the Provost and the President.  The written report shall take the form of a summary of the sabbatical 
activities and may include proper documentation of research, e.g., a copy of a book, programs of musical and theatrical performances 
produced, slides of artwork produced, an article or a paper.  A presentation to the general academic community is normally expected.  
The quality of the leave accomplishment is a criterion in evaluating the total contribution of the faculty member to the University. 
 
4. Faculty members who accept a sabbatical leave agree to provide a year of service to the University after returning and at least three 
years of service before retirement.  To determine eligibility, applicants must consider the timing of the proposed sabbatical leave 
relative to the anticipated year of retirement.  
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Eligibility  
 
1. Faculty members may apply for sabbatical leaves to be received during the fifth year of full-time service at Southwestern University, 
with subsequent sabbatical eligibility every seventh year thereafter. Calculation of time between sabbatical leaves is based on full 
academic years, not calendar years or semesters.  A leave of absence for either a semester or a year delays eligibility for a full academic 
year. Faculty members granted credit toward tenure in their initial appointment will be eligible the year following their fourth-year 
comprehensive review.  
 
2. The initial sabbatical in the fifth year is contingent upon a successful fourth year comprehensive review.  
 
3. If faculty members are required by the Dean of the School of Fine Arts (when appropriate), the Provost and the Awards 
Committee to delay their sabbatical leaves by a full academic year to accommodate departmental or University needs as determined 
by the Provost, they will receive one academic year's credit toward eligibility for the succeeding sabbatical period.  
 
4. Faculty members who have served the University prior to the tenure-track appointment shall not automatically be entitled to credit 
toward the first sabbatical leave.  No credit shall be earned for part-time service.  Credit for non-tenure-track, full-time service to the 
University may be granted by the Provost, preferably at the time of the initial appointment, but no later than the time of the awarding 
of tenure.  Such credit shall not be considered awarded unless defined in writing by the Provost.  
 
Sabbatical Activities  
 
1. Innovative, substantial research projects consistent with faculty members' plans for long-term professional growth and 
development are encouraged and supported by the sabbatical program. Frequently cited proposals include:  
 

A.   professional research and development projects that require extended travel;  
B.   professional research and development projects that require the use of facilities other than Southwestern's;   
C.   extensive research projects that cannot be accomplished while teaching a full-time load.  

 
This list identifies only a few appropriate sabbatical activities.  The breadth and scope of potential projects extend beyond the 
limitations of this document.  Faculty members are encouraged to discuss potential projects with their department chair, when 
appropriate, the Dean of the School of Fine Arts, and the Provost well in advance of application.  
 
2. Work for additional salary (other than grant or fellowship monies), including teaching courses at another university, shall not be 
undertaken by faculty members while on sabbatical leave without special approval from, when appropriate, the Dean of the School of 
Fine Arts, the Provost and the President prior to application.   
 
Procedures for Application  
 
1. To apply for a sabbatical leave, the faculty member shall submit a substantive written application to the department chair that 
contains: a) the detailed proposal; b) the dates requested for the sabbatical leave; c) the role of the proposal in the context of ongoing 
professional plans; d) the expected professional outcomes; e) a current curriculum vitae and statement of outcomes for previous 
sabbaticals; and f) the anticipated budget (see Section H below).  Under advisement of the department chair, the following questions 
should be addressed:  
 

A. How does the sabbatical request fit within the faculty member’s overall plans for professional growth and development, 
i.e., is the proposal appropriate and consistent?  

B.   Will the proposed sabbatical activities enhance the curriculum?  
 
Should the faculty member find that modifications suggested by the department chair would unacceptably compromise the substance 
or integrity of the proposal, the Dean of the School of Fine Arts, when appropriate, and/or the Provost may meet with the faculty 
member or the department chair to assist in resolving differences before the application is submitted.  Final authority to resolve these 
differences rests with the Provost.  
 
When a department chair applies for a sabbatical leave, the Dean of the School of Fine Arts, when appropriate, and/or the Provost 
will appoint a department member to evaluate the proposal and to follow the procedures defined in this document. 
 
2. After the above issues have been discussed and resolved to the mutual satisfaction of the faculty member and the department chair, 
the application shall be submitted to the Provost.  The department chair shall concurrently submit an evaluation of the proposal and a 
"departmental impact statement" to the Provost and, when appropriate, the Dean of the School of Fine Arts, including what 
arrangements can be made to procure replacement staffing.  The Provost shall review the application and may consult with the faculty 
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member or the department chair about modifications.  
 
3. The Provost is responsible for presenting all sabbatical requests to the Awards Committee for its review and recommendation.  
The Provost will deliver the recommendations of the committee and his or her recommendations to the President for a final decision.  
 
Template: Faculty Sabbatical Application (approx. 3-8 pages, excluding the C.V.) 
 
Abstract: Provide an abstract of your sabbatical proposal.  If you propose more than one activity, include all of them in this abstract.  
 
Dates Requested for Sabbatical Leave:  Give the dates you request for your sabbatical leave.  
 
Personal History of Service:  List your academic years of service to Southwestern University including dates of leaves of absences and 
prior sabbatical leaves.  
 
Proposal:  Describe your proposed activities in detail; include a discussion of the significance of the proposal and the expected date of 
completion. 
 
Context  Provide a statement in which you relate this proposal to your previous activities and your long-range plans for scholarly and 
professional development.  
 
Outcomes:  What are the expected outcomes of this proposal?  
 
Budget: If your sabbatical proposes financial support from the University or from sources outside the university, provide an 
anticipated budget, and indicate from what outside sources you expect the funds to be provided.  
 
Department Evaluation and Impact Statement:  You are responsible for asking your department chair to submit an evaluation of your 
proposal and a “departmental impact statement” to the Provost, due on the same date as this application. 
 
Current C.V.  
 
Statement on Outcomes of Previous Sabbaticals 
 
Deadlines and Time-Line (Does not include deadlines for external funding)  
 
Two academic years prior to the proposed sabbatical date  

An informal conference with the department chair and written notification to the Provost/Dean of the School of Fine Arts.  

One academic year previous to the proposed sabbatical date  
Early September – conferences with the department chair to discuss a substantial, written proposal and to  formulate plans for 
replacement staffing. 

 
Mid-September – Conference with the Provost, if necessary.  When applicable, the Dean of the School of Fine      Arts will 
participate in this conversation.  

October – Application deadline for sabbatical leave.  Faculty member’s application and the department chair’s      evaluation and 
“Departmental Impact Statement” due concurrently.  

November – Review of applications by the Awards Committee.  

December – Sabbatical award announcements from the President.  

The academic year following the sabbatical leave  
 

March 1 - Deadline for written reports on a fall sabbatical leave.  

November 1 - Deadline for written reports on a spring or year-long sabbatical leave.  

  
Financial Considerations  
 
Funding for Sabbatical Expenses  
 
1. Funds to support sabbatical activities must be requested at the time the sabbatical request is submitted.  The Awards Committee 
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may approve, disapprove or adjust funds. The Provost, in consultation with the President and the Vice President for Fiscal Affairs, 
must approve the allocation of funds to support each sabbatical request. 
 
2. Faculty members are encouraged to pursue funding from sources external to the University to support sabbatical activities, which 
may include funds to cover salary, replacement costs and associated sabbatical expenses.  However, the award of a sabbatical leave is 
not contingent upon external funding.  The availability of external funding in no way obligates Southwestern University to accept said 
funding or to award sabbatical leave to a faculty member; neither is Southwestern University required to seek external funding to 
support sabbatical leaves.  
 
Replacement Costs  
 
Departments should make every effort to absorb the responsibilities of the faculty member on sabbatical leave.  If departments 
anticipate that they cannot satisfactorily absorb the additional workload, the department chair shall determine appropriate solutions in 
consultation with the Dean of the School of Fine Arts, when appropriate, and the Provost.  

 
 

Leave of Absence 
 
Normally, faculty members who have completed a minimum of three years with satisfactory service may apply for a one-semester or 
one-year leave of absence without pay.  Normal fringe benefits of a financial nature provided by the University will not be made 
during leaves but may be maintained upon payment by the faculty member for the benefits involved (hospitalization, etc.).  
Departments should make every effort to absorb the responsibilities of a faculty member on a leave of absence.  A leave of absence 
for a non-tenured faculty member will not be counted toward tenure consideration.  Termination of contract may be effected by the 
University for non-tenured persons on leave with the regular dates of notification being effective. The procedures involved for 
securing a leave of absence and the deadline dates of application are the same as that for securing a sabbatical leave. 
 

Faculty Obligation 
 
Faculty members who accept a sabbatical leave or a study grant agree to return to Southwestern University for the following year and 
to report to the Provost and the President in consultation with the Faculty Sabbatical Advisory Committee on the use to which they 
have put their sabbatical and leave of absence (see policies & procedures).  
 

Mode of Payment 
 
The recipient of an approved sabbatical or grant may receive payment where such is involved by requesting the Provost to 
authenticate the grant in writing to the Business Office, which will issue the payment check. 
 

Southwestern University Teaching Awards 
 
Eligibility:  Two awards will be presented each academic year.  One will be awarded to an untenured faculty member.  Eligibility for 
the second requires either tenure or the rank of full professor.  Faculty members are ineligible for five years after receiving an award. 
 
Nomination and Selection Procedures:  In early spring, the Provost will announce a call for nominations.  Students will nominate 
individual faculty members by writing a letter of support to the Provost. 
 
The Honorary Degrees Committee will serve as the awards committee.  A committee member who is nominated will be replaced by 
the Provost with another faculty member to act on the selection committee. 
 
After narrowing the field to the top candidates, the committee may request additional supporting material from the nominated faculty 
members.  The following are suggested: 
 

 The names of two students or recent alumni who will be asked by the awards committee to write letters in support of the 
candidate. 

 
 A one-page single-spaced letter of teaching philosophy. 

 
 Up to five supporting documents.  These could include syllabi, descriptions of assignments and projects used in class, 

research involving students, and other awards or fellowships. 
 

 Permission for the committee to review their teaching evaluations from the most recent two years. 
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Announcement of the Awards:  The presentation of the awards will occur at the end of the academic year.  The nominating students 
have the option of presenting the awards; if they are unable, the awards will be presented by the Provost.  Each award will carry a 
$2,000 cash award and a plaque commemorating the award.  Additionally, a plaque with the names of all the winners will be displayed 
in a prominent location on campus. 

 
Advising Awards 

 
In an effort to reward the hard work of exceptional faculty advisors, the Center for Academic Success presents an annual Advising 
Award.  Nominations are generated by students, and the recipient is selected by the Academic Success staff.  The $500 cash award is 
to be presented to a faculty member by a student at the conclusion of the academic year.  A plaque with the names of all recipients is 
displayed in the Center for Academic Success. 
 

 
The William Carrington Finch Award 

 
The William Carrington Finch Award is made to a full-time faculty member for conspicuous accomplishments in furthering the aims 
of Southwestern University.  A plaque and a cash award of $5,000 will be made normally on alternate years as an appropriate recipient 
is identified.  President Finch was a member of the faculty of Southwestern University from 1941 to 1950 and was its eleventh 
President from 1950 to 1961.  His presidential leadership in giving Southwestern a new academic vision and commitment 
distinguished his administration.  The award was made possible by a gift to the endowment by his wife, Lucy, and their two sons, Dr. 
William Tyree Finch and Dr. Richard Carrington Finch.  Its purpose is to recognize and encourage faculty who best identify 
themselves with an attempt to fulfill the objectives and aims of the University, as well as to encourage that combination of ability and 
achievement which makes for an effective faculty member. 
 

The first criterion is involvement in a teaching field interpreted to include the creative and performing arts.  Research for 
either publication or teaching should be broad enough to guarantee familiarity with the continuing growth within a field. 

 
Another standard is excellence in teaching.  Here, competence must be combined with the ability to communicate.  
Enthusiasm for the subject matter and interest in the student are necessary for responsible teaching. 

 
A third area of proficiency is the contribution made to the governance of the University in leadership shown on committees 
and councils, and, 

 
Finally, the contribution outside the class to the establishment and support of better community relationships in the area of 
the common life of students, faculty, and administration.  This involves relating to the students in extra class academic 
enterprises (public lectureships, symposia, etc.), active support of some of the work of other areas of the University 
(concerts, athletics, etc.), and relating to other members of the community as a person (chapel, union projects, etc.) 

 
The final selection of the recipient is made by the President from nominations transmitted by the Selection Committee.  The 
Selection Committee is composed of the Provost, two faculty members, and two students.  The Provost serves as chair of the 
committee.  The faculty representatives are the two most recent recipients of the award.  The two students are elected by the most 
appropriate student group identified by the Vice President for Student Life.  The Committee submits to the President for his final 
selection the names of several candidates who have been nominated by members of the community.  Every other year, the 
Committee invites letters of nomination from faculty, staff, administration, and student government.  Student input is made in such a 
way as to allow teachers with a limited number of students to be considered in an equitable fashion with those better known through 
large or required classes. 
 
The award is normally presented by the President on the occasion of the spring commencement.  The University Catalog will indicate 
that the recipient is, in addition to any other title, the William Carrington Finch Professor for the appropriate year. 
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Special Deadline Dates for the Faculty 2009-10 

 
Professional Files 
∇ Tenure-Year and Promotion Reviews        August 24, 2009 
∇ Second- and Fourth-Year Reviews        December 14, 2009 
∇ Brief Annual Reports and Updated CVs       March 1, 2010 

 
Sabbaticals 
∇ Requests for sabbatical leaves and leaves of absence during 2010-2011    October 6, 2009 
∇ Submission of sabbatical leave reports for those taken  

during full year 2008-2009 or spring 2009         November 2, 2009 
∇ Submission of sabbatical leave reports for those taken during fall 2009    March 1, 2010 

 
Competitive Professional Development Funds 
∇ Reports on 2008-2009 activities        October 6, 2009 
∇ Call for Proposals for 2010-2011 funds       December, 2009 
∇ Proposals due for 2010-2011 funds        February 2, 2010 * 
∇ Notification for 2010-2011 awards        March, 2010 
∇ Funds Availability          May 10, 2010 –  

   April 30, 2011 
∇ Business Office Deadline for Credit Card Purchases      March 22, 2011 
∇ Business Office Deadline for all Reimbursements, Check Requisitions,  

and Purchase Order Invoices         April 30, 2011 
 

Faculty-Student Projects 
Andrew W. Mellon Integrated Scholarly Community Program 
∇ Reports on 2008-2009 activities        October 6, 2009 
∇ Call for Proposals for 2010-2011 funds       December, 2009 
∇ Proposals due for 2010-2011 funds        January 19, 2010 * 
∇ Notification for 2010-2011 awards        February, 2010 
∇ Funds Availability          May 10, 2010 –  

   April 30, 2011 
∇ Business Office Deadline for Credit Card Purchases      March 22, 2011 
∇ Business Office Deadline for all Reimbursements, Check Requisitions,  

and Purchase Order Invoices         April 30, 2011 
 
Brown Senior Fellows, Brown Junior Fellows and Brown Fund for Innovation in Teaching 
∇ Reports for 2008-2009 activities        October 6, 2009 
∇ Call for Proposals for 2010-2011 funds       September, 2009 
∇ Proposals due for 2010-2011 funds        October 28, 2009 * 
∇ Notification for 2010-2011 awards        November, 2009 
 
2010 Rollins Teaching and Learning Workshop 
∇ Reports on 2008-2009 activities        October 6, 2009 
∇ Letter of interest in attending to John McCann      January 19, 2010 * 
∇ Workshop at Rollins College, Winter Park, Florida      First week in June 

2010 
 

All dates are subject to change with proper notification        
* Moves to the next business day if holiday or weekend 
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VI. FACULTY BENEFITS AND RETIREMENT 
 

Salary Payments 
 
The University issues pay checks on the 25th of the month, or on the closest workday immediately preceding the 25th. 
 
The law requires certain deductions be made from employee compensation.  The University offers programs and 
benefits beyond those required by law.  All eligible employees may voluntarily authorize deductions from their pay to 
cover the costs of participation in these programs. 
 
Federal and state laws require the following deductions from every paycheck. 
 

• Federal withholding tax (income tax) 
• Social Security tax (FICA) – up to the required annual amount 
• Medicare tax 

 
Other deductions may be made from paychecks, but only with the employee’s written permission.  Such deductions 
include, but are not limited to: 
 

• Insurance benefits 
• Flexible Spending accounts 
• Savings accounts and/or loan payments 
• Supplemental Retirement Plan contributions 
• Employee personal computer loan plan payments 
• Southwestern University annual fund contribution 
• Southwestern University capital campaign contribution 
• Direct Deposit deductions/distributions 

 
Southwestern University will not provide employees pay advances or extensions of credit on unearned or unpaid wages. 
 
The employee is responsible for managing his/her financial commitments to avoid the inconvenience of wage 
attachments and garnishments for both him/her and the University.  In the event situations arise in which a wage 
attachment or garnishment is ordered by an official state, local or federal agency, the University will honor and fulfill all 
garnishments and other wage attachment orders as required by law. 
 

Benefits and Retirement 
 
Southwestern University provides employees not only with basic pay, but also with a balanced, comprehensive benefit 
program, which may from time-to-time be modified, deleted, or amended, in the sole discretion of the University with or 
without prior notice. 
 
The University benefit program currently includes health care insurance, dental insurance, vision insurance, long term 
disability insurance (LTD), retirement benefits, life and accidental death and dismemberment (AD&D) insurance, 
Section 125 plan, vacation, holidays, sick leave, jury and witness duty leave, military leave, bereavement leave, and tuition 
benefit opportunities as well as many other fringe benefits (see Other Fringe Benefits section).  Employees in a benefit 
eligible category are covered by or may enroll in some of these benefits as soon as they begin working, while others are 
available after a short waiting period.  When employees are eligible, the Human Resources department will give them a 
complete description of the various options available to them and ask them to complete an enrollment form.  The 
University pays the major portion of the cost for most of these plans.  The employee share of the cost is handled by 
convenient payroll deduction. 
 
When a fringe benefit requires an affirmative action (application, beneficiary designation, benefit allocation, or similar 
acknowledgement or election) on the part of the employee, failure to promptly and timely respond to requests for action 
from the Human Resources department may cause a loss or suspension in eligibility for the benefit in accordance with 
the terms of the benefit plans.  In such instances, the University will be under no obligation to retroactively reinstate or 
otherwise compensate the employee for any loss of benefits attributable to the failure to respond. 
 
Effective July 1, 1996, the benefit eligibility for part-time employees changed from half time (20 hours per week) to 
three-quarter time (30 hours per week), as approved by the Board of Trustees.  Continuing part-time employees were 


