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Inter-Office Correspondence

DATE: October 15,2001
TO: Paul Schollaert, Provost
And Vice President for Academic Affairs
FROM: Ellene Tratras Contisé(&
Dean Interim \ﬂ E
cc: David Woike, Interim Head ﬁ cEl
Department of Music . 700
David Tammany, Assistant Vice Premdg\ TN RESQ\“'\C’ES
for Academic Affairs AC‘\QEN\\K. N
RE: Department Input Document

I have reviewed the attached department input document and am also
pleased to concur with Assistant David Tammany’s assessment of it. It is
well written, clear and organized.

I am forwarding a signed copy of the Department of Music’s input
document for your review and approval.
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| nt roducti on
Definitions

Agr eenment : Agreenent Between Eastern M chigan University and the
Eastern M chigan University Chapter of the Anerican Association of
Uni versity Professors

DED: Departnment of Muisic Eval uati on Docunent
DI D. Departnment of Music | nput Docunent

Facul ty: Refers only to Departnent of Miusic tenured and tenure-
track faculty.

Facul ty approval : Faculty approval on any itemrequires a
majority vote of faculty present, unless otherw se specified.

| nput: Faculty reconmendations to the University consistent with
t he Agreenment. Faculty recommendati ons are advisory.

| nput Conmittees: Elections and Awards, Finance, Instruction
and Per sonnel

Pur pose and Scope

Thi s docunent describes the structure and procedures utilized by
faculty in the Departnent of Misic for providing input in the
areas of personnel, instruction, and finance.

Not hing in this docunent prevents the departnent head from
consulting with individual faculty nenmbers or groups of faculty
menbers if he or she deens it appropriate to do so in carrying out
the duties of the position. Mreover, nothing in this docunent
prevents faculty menbers fromconsulting with each other
individually or in groups if they deemit appropriate to do so in
carrying out their duties. However, it is understood that such

i nformal consultation does not constitute faculty input as defined
by the Agreenent.

Thi s docunent shall not serve to alter, nodify, or otherw se

super sede any provi sion of the Agreenment Between Eastern M chigan
University and the Eastern M chigan University Chapter of the
Anerican Association of University Professors; nor shall any

provi sion herein detract fromany right(s) or function(s) retained
by or granted EMJ or EMJ AAUP t hrough the Agreenent. This docunent
was created in accordance with the provisions of Article Xl of

t he Agreenent between EMJ and EMJ AAUP.
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Anendnent s

Any faculty nenber may propose an anmendnent to the Departnent of
Musi ¢ | nput Docurment (DID).

1. A proposed anendnent, in witing and signed by five faculty
nmenbers, shall be referred by the departnment head to an
appropriate committee or placed on the agenda of the next
regul arly schedul ed full faculty neeting.

2. Notwi thstandi ng the necessity of subsequent approval, anmendnents
to the DID require a two-thirds vote of the faculty.

3. Absentee ballots (obtained fromand returned to the chair of the
El ections and Awards conmittee by the time of the faculty
neeting at which the vote is taken) may be cast.

Depart nent Meeti ngs
Pur pose

Al'l action that requires input fromthe faculty as a whole is
taken at departnent neetings. Al departnental voting, unless

ot herwi se provi ded, takes place during the departnent neetings.
Robert's Rul es of Order (nobst current edition) will be foll owed.

Meeting Tines

1. Department neetings are held at |east once a nonth durin
fall and winter senesters. Special neetings nmay be calle
depart ment head, by majority vote of one of the input
conmttees, or by petition fromone-fourth of the faculty.

t he
by the

o

2. A schedul e of regular departnent neetings for the Fall and
Wnter senesters will be devel oped by the departnment head and
distributed to the faculty by the first day of each senester.
The departnent head will assure that such neetings will not
conflict with the classes scheduled for the faculty.

3. Faculty shall not schedule office hours, studio classes, private
| essons, rehearsals, or any other activities for the tines set
aside for regul ar neetings.

4. Changes from schedul ed tines, days, and duration of regul ar

neet i ngs nmust be approved by a mpjority of the faculty, at |east
one week prior to the effective date of the change.
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Quorum

For departnment meetings, the quorumis a majority of the faculty.
In determ ning the quorum nunber, faculty on | eave or on full-tine
speci al assignment outside the departnent or off-canpus are not
count ed.

Voting Rights
1. Full voting rights are held by all faculty.

2. Lecturers and graduate assistants are invited, though not
required, to attend departnment neetings. They do not, however,
hol d voting rights and they may be asked to | eave neetings when
personnel matters are di scussed.

3. Voting rights of limted duration or purpose nay be extended to
speci fic Department of Miusic |ecturers and/ or other specific
Departnent of Misic enpl oyees. Such extensions require a two-
thirds vote of the faculty present.

4. Absentee voting is permtted where stated in this docunment, but
such votes are not included in determ ning the quorum

Pr esi der

The departnent head presides over departnent neetings, unless
wi shing to speak to an issue on the floor, when the chair can be
yielded to a chairperson pro tem as per Robert's Rules.

Agendas, M nutes and Records

1. The departnent head shall be responsible for the preparation of
t he agenda.

2. Agendas shall be distributed to all faculty nmenbers by the
depart ment head two working days in advance of all departnent
neet i ngs.

3. Odinarily, the order of the agenda is as foll ows:

i. Call to Oder

i . Approval of M nutes

i. Input Conmttee Reports

v. G her Committee Reports (if necessary)
v. Departnment Head Report

i. dd Business

i . New Busi ness

i . Announcenent s

X. Adj our nment
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4. The faculty may change the order of the agenda by a sinple
maj ority vote.

5. Items shall be placed on the agenda at the request of an |nput
Conmittee or departnent head. In addition, any faculty nenber
may submit a witten request to place an itemon the agenda.
Such a request must be signed by five (5) faculty nmenbers and
provided to the departnent head at |east five (5) days prior to
t he neeting.

6. A departnmental secretary or another staff nmenber shall be
appoi nted by the departnment head to record m nutes of departnent
neet i ngs.

7. Mnutes will include date and place of the neetings; recorder,
depart ment menbers who are present, and visitors in attendance;
nature of and action upon seconded notions, indications of
di scussion of itenms introduced for action at a subsequent
neeting; brief identifications of printed materials distributed,
and corrections to mnutes of earlier neetings. Mnutes shall be
published within five working days after each departnent
nmeet i ng.

8. The minutes and records of all neetings are dissemnated to the
faculty and are filed in the departnment office.

9. Rul es may be changed or suspended by a two-thirds majority vote
of the faculty present. Any rule adopted by the faculty in
conflict with Robert's Rules shall supersede Robert's Rules.

10. The departnment head nmay appoint a parlianmentarian; or, the
faculty may, by mpjority vote, request that a parlianmentarian be
appoi nt ed.

I nput Committees
Pur pose

I nput comittees are responsible for providing neani ngful input to
the University consistent with the procedures outlined in the DI D
DED, university governing policies, and the Agreenent. To be

consi dered i nput, recomrendati ons nmust be approved first by the
conmttee and then by a majority of the faculty before being
forwarded to the departnent head.
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Menber shi p and Term of Service

1. Conmttee nenbers are elected by the faculty in accordance with

2.

3.

procedures listed in the DID. Menbership is open to all faculty.
El ections are held before the end of winter semester with new
menbers assumng their conmmttee responsibilities at the

begi nning of the subsequent fall senester.

I nput Committee Size and Term of Service

a. Personnel. The Personnel Commttee shall consist of four
(4) menbers.

i. Three nmenbers shall be tenured faculty nmenbers, who
serve staggered three-year terns.

ii. One nmenber shall be a non-tenured faculty nenber, if
available and willing to serve. If a non-tenured faculty
menber is not available, then a tenured faculty nenber
shall be elected. The term of service is one year.

iii. One alternate shall be a tenured faculty nenber. The
termof service is one year. The alternate will serve
on the commttee in the event that a regular committee
menber is being eval uat ed.

b. Instruction Conmttee, Finance Conmttee, and El ections
and Awards Conmittee consist of three nmenbers, who serve
staggered three-year terns.

No faculty nenber may serve nore than two consecutive terns on
any one committee, but there is nolimt to the nunber of non-
consecutive ternms a faculty menber may serve on one of these

| nput Commi tt ees.

Faculty nenbers may serve on only one Input Committee at a
time.

El ecti on Procedures

The el ection procedures described here apply to comittees of the
department, college, or university in which vacancies are required
to be filled by the election of a nenber of the faculty of the
Departnent of Muisic.

1. Each March or early April, the chair of the Elections and

Awards Conmittee will place in the mail box of each faculty
menber a nom nation form |f feasible, the nomnation formw |
be mailed to faculty nmenbers on | eave.

Music DID (8/29/01), Page 6



10.

11.

12.

The nomination formw ||l specify vacancies, terns of office,
provide a list of continuing committee nmenbers, and where
deenmed necessary, provide a brief description of the
committee's function.

For each vacancy, the formw Il provide for the nom nation of
up to two (2) departnment nenbers.

The formwi Il specify the return date. Forms nust be returned
to the chair of the Elections and Awards Conmittee by the
return date in order to be valid.

The El ection and Awards Conmittee will tabulate the nanmes of
nom nees and normally rank order such names on the basis of the
nunmber of mentions.

The El ection and Awards Commttee will then contact the

nom nees, normally in rank order, to deterni ne acceptance of
the nomnation. In the event of a tie vote nom nees wll be
asked in a random order.

Wien two nomi nees per vacancy have accepted the nom nation, no
further inquiry is required, and the departnent head will be
notified of the nom nees. The Election and Awards Commi ttee
will ensure that no faculty nmenber is listed on the ballot for
nore than one of the follow ng commttees: Personnel,

I nstruction, or Finance.

The chair of the Elections and Awards Conmttee will place in
the mail boxes a witten ballot |isting the nom nees for each
speci fied vacancy and a date for its return to the chair of the
El ections and Awards Commi ttee.

| nmedi ately after the date for ballot return, the comittee
wi Il tabulate the election results.

Nomi nees receiving the higher nunber of votes will be el ected.
In the event of tie votes, selection will be determ ned by the
El ections and Awards comm ttee.

The chair of the Elections and Awards Conmttee will notify the
department of the election results.

In the event of a m d-year vacancy, the departnment head wl|

call for a special election, which will follow the procedures
outlined above.
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Recal

Upon receiving a witten request signed by five depart nent
nmenbers, the departnent head will make the recall of a comittee
menber an agenda item at the next departnment nmeeting. A mpjority
vote will effect the recall.

Oper ati ng Gui del i nes
Chair

1. The chair is responsible for fornulating the agenda and
schedul i ng the neeti ngs.

2. Items will be placed on the agenda at the request of any
conm ttee nenber, faculty nmenber, or the departnment head.

3. The chair will distribute the agenda to the faculty at | east
two working days in advance of the neeting. (G ade Gievance
Subconmi tt ee agendas, however, are not posted.)

4. The chair will report on commttee business at regular faculty
nmeet i ngs.

5. Before the end of the winter senmester each year, the current
conmttee chair will convene a neeting of the committee-elect
to select a chair for the followi ng academ c year

Meet i ngs

1. Conmttees neet regularly in accordance with issues needing
consi deration and in accordance with the nmenbers' schedul es,
whi ch may change from senester to senester

2. Most neetings are open to faculty. Three exceptions are the
Personnel Conmittee when evaluating faculty, the Grade Gievance
Subconmittee (a subconmttee of the Instruction Commttee) when
deli berating a grade grievance, and when the El ections and
Awards Conmittee is considering faculty awards.

3. Special neetings may be called at the request of the departnent
head or by petition of two commttee nmenbers.

4. The departnent head may, with prior notice, attend committee
neeti ngs. Exceptions are the Personnel Conmttee when eval uating
faculty, the Grade Gievance Subconm ttee when deliberating a
grade grievance, and when the El ections and Awards Conmittee is
considering faculty awards. For this purpose, comittee chairs
will keep the departnent head informed of neeting tines,
antici pated order of business, and actions taken.
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5. Committee nmenbers may request to neet with the departnent head,
if they deemit appropriate to do so in carrying out their
duti es.

M nut es

1. Each committee will have a secretary who is responsible for
recording and dissemnating to the faculty the m nutes of all
neet i ngs.

2. Mnutes will exclude confidential matters (i.e., faculty
eval uati ons and grade grievances).

3. Mnutes will be distributed to the departnent head and faculty
within five working days after each comm ttee neeting.

Per sonnel Committee

The functions of the Personnel Conmttee include but are not
limted to:

1. Evaluating applications for reappointment, tenure, and pronotion
in accordance with the DED

2. Assisting the departnent head with Professional Performance
Eval uati ons of tenured faculty as necessary.

3. Conducting departnment head eval uations follow ng the procedures
specified in the Agreenent.

4. Participating in the selection of an interimor permanent
depart ment head as outlined in the D D

5. Maki ng recomendati ons regardi ng Personnel Conmittee issues to
t he departnent at | arge.

6. Eval uating |l ecturers as necessary.
Instruction Conmittee

The functions of the Instruction Commttee include but are not
limted to:

1. Review ng course and program proposals in accordance with the
DI D.

2. Providing input to the departnent head regarding course
scheduling and faculty teaching assignments, including
spring/ sumer assi gnments.

3. Providing input to the departnent head regarding teaching
| oads.
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. Monitoring both the quality of continuing education offerings

and courses taught by |l ecturers and graduate assistants.

. Providing guidelines for total departnental curriculumreview,

not to be confused with the Academc Affairs systemfor program
revi ew.

. Maki ng recommendati ons regardi ng undergraduate and graduate

curricul um devel opnent to the departnent at |arge.

. Maki ng recommendati ons regarding advising and instruction to

t he departnment at | arge.

. Formng a Grade Gri evance Subcomittee as necessary. This

subconmittee will conduct hearings in accordance with the
uni versity guidelines published in the undergraduate and
graduat e cat al ogs.

Fi nance Conm ttee

The functions of the Finance Commttee include but are not limted

to:

1.

Providing input to the departnment head regardi ng the annua
budget, the general allocation of finances, and future
al | ocati ons.

Providing input to the department head regarding the
departnment's FTEF allocation and its distribution over the four
academ c terns.

. Recommendi ng policy regarding the distribution of travel funds.

Assisting faculty in identifying sources of financial support
for research and travel outside the departnent.

Assi sting the departnent head in nonitoring departnent expenses.

Providing input to the department head regardi ng teachi ng | oads
and ot her departnental rel eased-tinme assignnents.

El ecti ons and Awards Committee

The functions of the commttee include but are not limted to:

1.

Monitoring and assisting with departnent elections in accordance
with the DI D
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2. Assisting the departnent head in assigning or recomrendi ng
depart ment-wi de financial awards to Departnment of Misic students
based on faculty recomendati ons together with eligibility
criteria and funding allocations provided by the Ofice of
Fi nanci al Ai d.

3. Revi ewi ng sabbatical applications and reports as well as other
awar ds made avail abl e through the Graduate School, the Ofice of
Research Devel oprment, the Coll ege of Arts and Sciences, and the
Provost's office

4. Assisting the departnent head and affected faculty in awarding
Graduate Fel l owshi ps and Graduate Assi stantshi ps.

5. Informing the faculty of application requirenments and deadlines
for college and university awards and grants.

6. Assisting the department head in identifying faculty and al umi
for nom nations for college and university awards.

Ad hoc Conmmittees

1. Ad hoc committees are established by the departnent head, by the
i nput conmttees, or by a majority vote of the faculty.

2. The purpose, size, and conposition of ad hoc committees are
determ ned at the tinme of establishnent. They will report their
findings to the full faculty or the appropriate input comittee,
as determned at the tine the ad hoc conmttee is established.

3. The commttee will function until its charge is conpleted, but
generally no nore than 2 years.

4. The operational guidelines are identical to those prescribed for
i nput conmittees.

Annual Pl anni ng Process
Pur pose

The Annual Pl anning Process provides faculty the opportunity to
provide input, to affirm revise, propose, elimnate, or
prioritize department mission, goals and objectives, and
initiatives on a regular basis. In addition to the procedure
outlined below, faculty may provide input at any time, consistent
with the guidelines of the DI D

Music DID (8/29/01), Page 11



Pr ocedur e

1.

3.

Each year, during a faculty neeting within the first six weeks
of the start of the fall term the departnment head shall provide
faculty with the followng information in witing:

a. Statenent of departnent m ssion and goals and objectives.
b. Areport outlining the status of current initiatives.
c. Asummary of anticipated resources and all ocations

with regard to the departnent’s budget and FTEF.

. Followi ng the departnent head's presentation, individual faculty

or any group thereof, may affirm or propose to revise,
elimnate, prioritize, or establish new departnent m ssion,
goal s and objectives, or initiatives. Initiatives nmay address
personnel, instructional, or financial issues and nust be
consistent with and correlate to departnent goals and

obj ectives. Goals and objectives nmust be consistent with and
correlate to departnment nission.

The departnent head shall provide witten updates to the faculty
on the status of initiatives, and resources and allocations for
budget and FTEF, if available, within the first two weeks of the
fall and winter senesters.

Cour se and Program Appr oval

New or Revi sed Courses and Prograns

1.

The departnent head, individual faculty nenbers or a group of
faculty menbers may propose new or revised courses and prograns.
Support and feedback shoul d be sought from col | eagues prior to
subm ssion of a proposal to the Instruction Conmttee.

. The chair of the Instruction Commttee will assure that each

proposal is reviewed by all affected faculty prior to commttee
consi deration. Affected faculty shall have two weeks to respond,
inwiting, to the proposal.

. The chair of the Instruction Commttee will place the proposal

on the agenda of a neeting of the Instruction Commttee and
di stribute copies of the proposal and witten responses from
affected faculty, one week in advance of the neeting.

. Proposals require a majority vote for conmttee approval. Only

approved proposals will be forwarded to the full faculty.
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5. At a departnment neeting, the Instruction Committee chair wll

report to the faculty on conmttee action and reconmmendati ons.
The chair will also see that faculty receive copies of
proposal s, faculty responses, and Instruction Comittee

eval uation summaries at | east one week in advance of the full
faculty meeting.

. Proposals require a majority vote for faculty approval. Only

approved proposals will be recommended to the departnent head
for signature and subnmission to the College of Arts and
Sci ences.

. Once submtted, the departnent head will nonitor the progress of

proposals to assure that they proceed through the University
structure.

. Copi es of approved proposals will be kept on file in the

department offi ce.

Wor kshops and Speci al Topi cs Courses

1.

The departnent head, individual faculty nenbers, or a group of
faculty menbers may propose workshops or special topics courses
to be offered within the departnment or through Continuing
Education. Support and feedback may be sought from col | eagues
prior to subm ssion of the proposal to the Instruction

Commi ttee.

. The chair of the Instruction Committee will see to it that the

proposal is on the agenda at a nmeeting of the Instruction
Conmittee and that conmmttee nenbers receive copies of the
proposal one week in advance of the neeting.

. The Instruction Conmttee chair will forward the proposals,

eval uative sunmaries, and prioritized Iist of the proposals to
t he departnent head.

. The Instruction Conmttee will publish a schedule for subm ssion

of proposal s.

. Copi es of approved proposals will be kept on file in the

department offi ce.
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Hi ring New Facul ty

I ntention

The Departnent of Miusic will provide opportunities for faculty to
participate fully in all aspects of the process of selecting new
faculty. Faculty with concerns regarding any aspect of the search
process may submt themin witing to the departnment head at any
time during the process. Al phases of the hiring process will be
governed by guidelines of the Ofice of the Asst. Vice-President
for Academ c Affairs.

Decl arati on of Vacancy

1. On an annual basis, through the Input Committees and the
Departnent of Misic Annual Pl anning Process, the faculty wll
provi de the departnment head with a prioritized |ist of needed
faculty positions based on instructional needs.

2. Gven a need to hire:

a. The departnment head, in consultation with faculty with the
appropriate expertise, will determ ne the nature and
responsibilities of the position(s).

b. The departnent head, in consultation with faculty with the
appropriate expertise, will forma five-voting-nmenber
Search Conmmittee. The conmittee will elect a chair.

3. Once a position is approved by the university adm nistration,
the Search Committee, in consultation with the departnent
head, wi |l devel op an announcenent of vacancy and criteria for
eval uating and rating the candi dates. The position description
and expectations nust be consistent with criteria for
appoi nt ment, reappointnent, tenure, and pronotion as specified
in the DED.

4. The departnment head will conplete a request for position
post i ng.

Eval uati on of Candi dat es

1. The chair of the Search Comittee convenes the neetings. The
Search Commttee, in consultation with the departnent head, wll
devel op and distribute to the faculty a tinme-line for the
conpletion of its responsibilities.

2. Each menber of the Search Committee will independently review

al | candi date applications using the predeterm ned eval uation
criteria and rating scale in accordance with University policy.
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3. After neeting and discussing the relative strengths and
limtations of each candi date, the Search Commttee will sel ect
a slate of finalists.

I nt ervi ews

Interviews will be scheduled for each candi date sel ected. To
encourage the broadest possible participation fromthe faculty,
Search Commttees will provide witten notification, one week in
advance, as to the day, tinme, and place of all formal interviews.

1. Formal interviews for any given position will be identical in
format and process. Faculty who attend the interviews will be
gi ven copies of the interview questions.

2. The Search Committee will determine the format of the interview,
whi ch may include a performance, rehearsal, |ecture, class
presentation, research presentation, studio teaching
denonstration, and di scussion with students.

3. All faculty nmay attend any part of an interview conducted by a
Search Conmittee.

Recommendation to Hire

1. Only nenbers of the Search Commttee shall vote on the
reconmendation to hire.

2. The Search Committee will rank order the acceptabl e candi dates.

a. When the Search Conmittee notifies faculty of the interview
schedule, it will also announce the tinme and | ocati on when
the Search Committee will neet after the last interviewto
rank candi dates. All interested faculty will be invited to
attend the nmeeting(s) to discuss the candi dates. Both
Search Comm ttee nmenbers and ot her faculty may express
their preferences. For faculty unable to attend, witten
conments will be accepted.

b. After nmeeting and di scussing the relative strengths and
[imtations of each finalist, and after considering input
fromthe faculty, the Search Commttee will rank order the
accept abl e candi dates and transmt their findings,
acconpani ed by established University fornms and required
rationale, to the departnment head.

3. The departnment head will submit the recomendation to hire

after giving neani ngful consideration to the input provided by
the Search Conmmittee.
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Hiring Lecturers

On an annual basis, the departnent head will provide the
Instruction Conmittee, and faculty with the appropriate expertise,
a list of instructional needs which may be net by |ecturers.
Faculty are encouraged to respond to this list to ensure that the
depart ment head understands faculty opinion regarding the use of

| ecturers for these needs.

The departnent head, in consultation with faculty with the
appropriate experti se when possible, will determne the nature and
responsibilities of |ecturer positions--in accordance with the
provisions of the EMJFT agreenent, if the lecturer is a
bargaining unit nenber--will identify and interview candi dates,
and will hire lecturers. Throughout the process, the departnent
head will seek the opinion of affected faculty regardi ng the

qual i fications and enpl oynment histories of candi dates.

In the case of re-hiring a lecturer, the departnent head wl|l
consult with faculty who have had a mentoring or supervisory role,
and shall review the results of the evaluation process provided in
the EMJFT agreenment if the lecturer is a bargaining unit nmenber,
to determ ne the effectiveness of the |ecturer's work.

Sel ecti ng a Departnment Head
I ntention

The Departnent of Miusic will provide opportunities for faculty to
participate fully in the process of selecting an interim or

per manent departnent head. Faculty with concerns regarding any
aspect of the search process may submt themin witing to the
dean of the College of Arts and Sciences at any tinme during the
process. Al phases of the hiring process will be governed by
procedures utilized by the Ofice of the Asst. Vice-President for
Acadenmi c Affairs.

| nt eri m Head

At the dean's discretion, the departnent head position may be
temporarily filled by an interimhead. The Personnel Committee
will assist the dean in identifying a candidate who is nmutually
acceptable to both the dean and the faculty. The Personnel
Commttee will keep the faculty fully infornmed on all aspects of
the sel ection process. After soliciting nomnations fromthe
faculty, the Personnel Committee will conduct an el ection by the
faculty, and will provide the dean with a list (including
nunerical results) of the three recommended candi dates who receive
t he nost votes and who are willing to serve as interimhead for
his or her consideration.
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Search Conmi ttee

1. When a pernmanent departnment head is to be selected, the faculty
will nom nate at |east six potential Search Comm ttee nmenbers to
t he Personnel Committee. Using this list of nom nations, the
Personnel Committee will work with the dean to establish a
Search Committee that is broadly representative of faculty
interests in the Departnment of Music. The conmittee will have no
fewer than seven and no nore than nine menbers, at |east two-
thirds of whomare faculty menbers in the Departnent of Misic.
The Personnel Committee, with input fromthe faculty, wll
sel ect the departnment's faculty representatives on the Search
Comm ttee. Additional menbers of the Search Committee will be
det erm ned by the dean.

2. Once the Search Committee is established, the dean or soneone
appoi nted by the dean will convene the first neeting during
which a chair is elected by the conmttee. The chair is
responsi bl e for scheduling, planning, and facilitating al
subsequent neetings. The chair will report to the faculty on the
progress of the search at regularly schedul ed depart nent
neeti ngs and by nenorandum

Posi tion Posting

In consultation with the dean and with input fromthe faculty, the
Search Committee will devel op a recommended position posting
(subject to approval and possibl e change by the dean and the
Ofice of the Asst. Vice-President for Academ c Affairs),
evaluation criteria, and a rating scale that are devel oped in
accordance with University search procedures and policies.

Eval uati on of Candi dat es

1. Each nenber of the Search Committee will independently review
all candi date applications using the evaluation criteria and
rati ng scal e established by the Search Conmittee.

2. Faculty may express their opinions of the candidates to the
Search Commttee in witing.

3. After neeting and discussing the relative strengths and
[imtations of each candidate, only the Search Conmttee shal
vote to select the three or four candidates for interview.

4. Once the Search Conmittee has nade its reconmendation, and the
uni versity adm nistration has reached a deci sion on the
reconmendati on, the chair of the Search Committee will submt
t he names of the reconmended finalists, along wth biographical
sketches, to the faculty for discussion and approval .
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I nt ervi ews

1.

Al'l faculty will have the opportunity to propose possible
interview questions to the Search Conmittee. The questions nust
be based on the evaluation criteria and rating scale (see above,
Eval uati on of Applicants, Item1l.)

. Using facul ty-proposed questions and other faculty input as

appropriate, the Search Committee will develop the fornal
interview format and questions to be asked of each candi date.
For information, faculty will be given copies of the forma
interview format and questions.

. The chair will announce the schedul e of candidate intervi ews

(formal interviews, discussions and open neetings with faculty
and students) as pronptly as possible to maxim ze faculty
at t endance.

. All faculty, as observers, may attend any part of the fornal

i nterview conducted by the Search Conmittee. Faculty who attend
the formal interview will be given copies of the interview
questions. In order to protect the legality and the objectivity
of the formal interview, faculty observers will not be able to
ask questions.

. The Search Committee will recommend the format of the

di scussions in which the candidate neets with faculty and
students. These shall include both a discussion with faculty and
a discussion with students. Faculty shall not attend the

di scussion with students. In addition, there shall be at |east
one open neeting which may include a performance, rehearsal,

| ecture, class presentation, research presentation, or studio

t eachi ng denonstration. Faculty and students may attend these
open neetings.

Sel ection of Finalists

1.

2.

3.

The departnent faculty, with the Search Committee present and
the chair of the Search Conmittee presiding, will neet to

di scuss the interviewed candidates. Prior to the neeting, the
chair of the Search Committee will distribute the previously

prepar ed bi ographi cal sketches of the candi dates.

After a discussion of the candidates, the faculty will vote to
select a list of acceptabl e candi dates.

There will be one or two secret ball ots.

a. Afirst secret ballot vote will be taken to determ ne a
list of acceptable candidates by listing all the finalists
and asking faculty to designate each finalist either
"acceptable" or "not acceptable.”
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b. A second secret ballot vote may be taken to rank order the
accept abl e candi dates by asking each faculty nmenber to
wite the nane of his or her preferred candi date. (Rank
ordering is not a contractually required part of the
process, but may be requested by the dean or the Search
Conmittee.)

The chair of the Search Committee will submt the faculty's
i st of acceptable candidates to the dean. The conmittee may
also submt the faculty's rank-ordered list, if so requested by
the dean or the Search Conmittee.

The Search Conmittee will also submit its reconmendation(s) to
t he dean.

The faculty shall determine by a majority vote whether to

recommend that tenure will be granted at the tinme of hire, or
whet her a probationary period is appropriate.
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