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I.
Preamble

Consistent with the land-grant mission of New Mexico State University, the mission of the Department of Government is to produce and impart knowledge and skills necessary for understanding political issues and participating in public affairs.  To fulfill this mission, the Department of Government consists of faculty representing various sub-fields of the discipline, including American politics, comparative politics, international relations, political philosophy, public administration and policy, and public law.

The Department’s mission translates into three broad program goals related to teaching, research and service.  Our program goal for teaching is to deliver the highest quality education in government and politics to our undergraduate and graduate students, including training in the theoretical traditions, methodological techniques, and participatory components of the discipline.  Our program goal for research is to advance knowledge about politics broadly defined through basic and applied research, and to disseminate the results of such activities as appropriate.  Our program goal for service is to engage in activities supportive of professional, university and community endeavors, while recognizing our special commitment to the citizens of New Mexico.

The Department of Government places the greatest emphasis on teaching, followed closely by research.   Service is less significant in comparison.  It must be stressed, however, that these reflect the goals of the Department as a whole; on an annual basis the relative priorities of individual faculty members, especially those at the more senior ranks, can be expected to vary in response to a continually changing mix of needs, demands, and opportunities.  Indeed, members of the Department see themselves as a complementary group of educators and scholars with different strengths, backgrounds, and interests.  It is in the blending of this faculty talent that the Department is best able to fulfill its institutional mission.  With this noted, each tenured or tenure-track faculty member is expected to engage in on-going activities that contribute directly to all three of the Department’s broad program goals.

The purpose of this document is threefold.  First, it describes the basic organizational structure of the Department of Government, focusing on departmental committees and general policy making (Section II).  Second, it delineates the functions (Section III), criteria (Section IV), and procedures (Section V and Appendix A) used by the Department in:  (1) conducting annual performance appraisals; (2) assessing progress towards promotion and/or the granting of a continuous contract (tenure); (3) making recommendations concerning renewal of temporary contracts; and (4) making recommendations regarding promotion and/or tenure. Third, it documents miscellaneous policies adopted by the Department (beginning with Section VI).   The information contained herein is meant to make explicit those areas where university policy permits departments to exercise discretion regarding how they discharge their responsibilities.  Faculty are strongly encouraged to consult the Administrative Policies and Procedures Manual (AP&P) available on-line, as well as appropriate documents from the College of Arts and Sciences, of which there are several.  These materials were adopted in addition to those established by the university and college.

II.
Organization and Policy Making

The Department faculty form a governing body, convening under the direction of the Department Head, following generally accepted parliamentary procedures.  As permitted by university policy, the term faculty is used in the broadest sense possible and represents all of those who teach in the Department.  This includes tenured and tenure-track faculty, the Director of the Master of Public Administration program, and regular and temporary college faculty.  The regular meetings of the faculty (Department Meetings) will constitute the means whereby major policy decisions will be made, unless policy-making authority has been delegated to a departmental committee.  Ordinarily, there will be monthly faculty meetings during the academic year, but there is no obligation to meet just to satisfy this requirement.  Copies of the agenda will be distributed and posted in advance.  Meetings are open to the public and those in attendance are free to contribute to the department’s deliberations over policy and procedures.  Student organizations associated with the Department are encouraged to elect and send representatives to these meetings.  One area where this is not true concerns matters related to personnel, where attendance and participation is restricted to either the Department Promotion and Tenure Committee or the Department’s regular faculty, including the Director of the public administration program (typically involving faculty searches).  Issues involving student privacy, litigation, and matters arising subject to state and/or federal laws may also result in restrictions being placed on attendance and participation.

The Department will be administered by a Department Head.  The Department Head is responsible for the general operation of the Department and has broad supervision over all academic programs housed in the Department.  The Department Head will be selected and evaluated according to university and college policies.  Faculty support is a necessary prerequisite for holding the position.

The faculty have delegated some of its responsibilities to standing committees and may create ad hoc committees to explore particular issues, to generate policy alternatives and make recommendations, to promulgate rules and regulations, and to adopt, in the case of graduate committees, program specific policies.  In the true spirit of self-governance, all members of the Department are expected to adopt an active role in the committee system and to help share the responsibilities associated with such endeavors.  Although there is no minimum number of  committees upon which a faculty member must serve, a sense of equal burden is to guide a person’s willingness to participate and contribute.  The Department has established five standing committees.  These committees are the Law and Society Committee, the Master of Arts Committee, the Master of Public Administration Committee, the Undergraduate Committee, and the Department Promotion and Tenure Committee.  The first four committees correspond to the four major academic degree programs sponsored by the Department.  Each academic committee is vested with the responsibility to consider issues germane to its area and, in the case of undergraduate programs, to issue recommendations to the Department as a whole.  The two graduate committees are empowered to govern their academic programs as deemed appropriate by program faculty.  Ordinarily, each academic committee will meet at least once a month during the academic year, but there is no obligation to meet just to satisfy this requirement.  The time and place of meetings will be posted in the Department.  Except for meetings of the Promotion and Tenure Committee, standing committee meetings are open and copies of the agenda (when they exist) will be provided upon request.  Student participation is strongly encouraged.

Department Promotion and Tenure (P&T) Committee

Membership

All tenured members of the Department of Government and at least one external member appointed by the Dean of Arts and Sciences will function as the P&T Committee.  University policy prohibits the Department Head from holding membership; his or her role is to assist the committee in discharging its responsibilities.  In cases of promotion, including the promotion of college faculty, committee members must hold academic ranks equal to or higher than the rank to which the candidate is seeking promotion.  The Chair of the Committee shall be a member of the Department of Government whenever possible and will be selected by the committee eligible members.  The chair will be elected at the last committee meeting held during the spring semester.  The newly elected chair will assume his or her duties at the beginning of the summer and will continue in this capacity throughout the academic year.  Meetings of the P&T Committee may be called by the Department Head or Chair.  A quorum is more than 50 percent of the committee eligible members.

Responsibilities

The primary responsibilities of the P&T Committee include making recommendations concerning promotion and tenure, evaluating tenure-track faculty and regular college faculty below the rank of associate professor, making recommendations concerning the renewal of temporary contracts, and evaluating the readiness of applicants for promotion and/or early tenure.

Law and Society (L&S) Committee

Membership

The L&S Committee is composed of faculty and department heads representing academic units offering courses in support of the Law and Society Supplemental Major.  Although the committee represents several disciplines relevant to the study of law, the Committee Chair/Director is a member of the Department of Government and is elected at the beginning of each academic year by department faculty.  The Chair, in consultation with the Department Head, identifies and appoints members to the L&S Committee as appropriate.

Responsibilities

The L&S Committee is responsible for advising on curriculum development and general policy direction of the Law and Society Supplemental Major.  Final decisions regarding the administration and policies of the program are the responsibility of the Department of Government.  Routine administration of the program is the responsibility of the Committee Chair, working in coordination with the Department of Government.  The L&S Committee also assists in identifying recipients for awards and other honors.

Undergraduate Committee

Membership

Any faculty member with undergraduate teaching responsibilities in the Department may serve on the Undergraduate Committee, with an optimum number being five members.  The composition of the committee and its leadership will be determined by department faculty at the beginning of each academic year.

Responsibilities

The responsibilities of the Undergraduate Committee revolve around matters connected to the delivery of undergraduate education in the department, with professional deference to issues pertaining to the Law and Society Program.  The committee considers such issues as proposals for new courses, changing requirements or developing new programs.  It is responsible for outcomes assessment at the undergraduate level and selects recipients for awards, scholarships, and other honors.

Master of Arts (MA) Committee

Membership

The MA Committee consists of the faculty of the Department of Government who regularly teach graduate courses contributing to the delivery of the MA program.  The committee is chaired by the MA Program Coordinator.  The Coordinator will be elected at the last committee meeting held during the spring semester.  The newly elected chair will assume his or her duties at the beginning of the summer and will continue in this capacity through the upcoming academic year.

Responsibilities

The MA Committee is responsible for general MA degree program policies relating to admissions, curriculum, and the development of student programs of study.  In particular, these responsibilities include admissions decisions, periodic review of student progress, review of comprehensive written examinations upon conclusion of a program of study, approval of programs of study for sub-field certifications, and review of any prospectus for the non-thesis degree options.  The committee is also responsible for coordinating MA program outcomes assessment policies and procedures.

Master of Public Administration (MPA) Committee

Membership

The MPA Committee consists of the faculty of the Department of Government who regularly teach core courses in the MPA program and who are identified to the accrediting body, the National Association of Schools of Public Affairs and Administration (NASPAA), as members of the nucleus faculty.  The Committee is chaired by the MPA Director, a member of the professional staff.

Responsibilities

The MPA Committee is responsible for general policies and planning for the MPA program.  This includes determining MPA degree requirements, developing new MPA courses, modifying the MPA curriculum, and approving joint degree programs.  The MPA Committee also makes decisions regarding admissions to the MPA program, monitors student progress in the MPA program, certifies degree requirements of MPA students, and coordinates the scheduling of MPA courses to meet program needs.  When the Department of Government is engaged in hiring new faculty and/or filling vacancies, the Committee provides input on MPA program needs as they relate to hiring decisions.  The MPA Committee also responds to reports from the MPA Director regarding results of outcomes assessment, input from the MPA Advisory Board, and guidelines set by NASPAA to determine appropriate programmatic changes. 

III.
Functions

The Department’s functions derive from its mission and program goals, with each tenured or tenure-track faculty member responsible for teaching, research, and service.  As defined by the University, a full teaching load is 12 credits per semester, beyond which individuals are expected to engage in research and service.  College faculty are responsible for teaching and related activities, unless hired for other expressed purposes.  College faculty are neither tenured nor eligible for tenure but may be promoted in rank.

The functions of the Department of Government in teaching, research, and service shall be:

Teaching Function

The faculty regard teaching graduate and undergraduate students to be a very important responsibility.  The central role of teaching is reflected in the support of two undergraduate programs and two graduate programs, while meeting the demands of the university community by administering interdisciplinary minors and offering a diverse set of courses in support of general education, college requirements, and numerous academic programs.  Teaching excellence is highly valued in the department.

Faculty teaching duties will be assigned in a way to balance student needs and faculty preferences and availability.  Faculty are expected to be able to teach at all levels.  The teaching load of each full-time faculty member shall be agreed upon by the faculty member and Department Head, but in no case will it be less than 9 credit hours of formal instruction per regular semester without the consent of the College Dean.  Reductions in teaching load are designed to accommodate extraordinary research or service responsibilities.  A faculty member who teaches 9 credits per semester will normally be assigned a 55 percent teaching responsibility.

In addition to regular classroom duties, faculty members are expected to: (1) ensure that student evaluations are conducted; (2) chair and serve on graduate student committees; (3) contribute to student advising efforts; (4) participate in teaching improvement and outcomes assessment activities; (5) assist in promoting the department and its programs; (6) work with students individually as appropriate; and (7) develop new courses as needed.

Research Function

The faculty of the Department of Government regard research as a very important responsibility, with each member strongly committed to engaging in research and other creative activities.  Research and teaching are complementary in nature, with the advancement, application, and transmission of knowledge being an integral part of the educational process.  A faculty member who teaches 9 credits per semester will normally be assigned a 35 percent research responsibility.

Research activities may include both basic and applied areas, and should result in the production of high quality publications or comparable materials and outputs, as judged according to professional, disciplinary standards.  Research activities should contribute directly or indirectly to the advancement of the discipline, though the selection of the specific area or areas of concentration is the prerogative of the individual faculty member.

For all faculty members, specific research responsibilities normally include: (1) maintaining an active research agenda; (2) contributing to disciplinary knowledge; (3) disseminating the results of research in professionally appropriate and acknowledged ways; and (4) involving students in the research enterprise.  Faculty members are strongly encouraged to seek and obtain external funding to support research activities and to enhance the quality of life in the Department of Government.

Service Function

As a Department of Government, the faculty fully understands its responsibilities to provide service to the profession, the university, and the larger community.  Such responsibilities are consistent with the mission of a land-grant university and the principle of shared governance.  Service, however, is less important than teaching and research as it relates to matters of retention, promotion and tenure.  Extraordinary service is to be recognized in annual performance appraisals, including special cases where agreements specify unique service responsibilities.  A faculty member who teaches 9 credits per semester will normally be assigned a 10 percent service responsibility.

Service is multi-faceted in nature, and offers a range of potential benefits to the institution and the recipients.  At the same time, service activities may reflect a special recognition of a faculty member’s stature in the field.  Specific service responsibilities normally include: (1) professional obligations such as holding leadership positions and engaging in editorial and review work; (2) participating on university and college committees; and (3) outreach activities extending beyond the university community.  Active involvement in departmental governance and operations is required.

IV.
Criteria

Each tenured or tenure-track faculty member is responsible for engaging in teaching, research, and service.  A faculty member who teaches 9 credit hours per regular semester will normally weight the departmental functions as 55 percent teaching, 35 percent research and 10 percent service.  These are the Department’s standard weights of responsibility.  This standard mix of weights may be adjusted in individual cases but requires the approval of the Department Head; approval of the College Dean is required if the adjustment involves carrying less than a regular (9 credit) course load.  Regular college faculty will normally weight the teaching function 100 percent.

Specific departmental criteria for evaluating teaching, research, and service are delineated below.  Department faculty find these criteria useful in evaluating annual performance, in making contract renewal recommendations, and in determining eligibility for promotion and/or tenure.  They are designed to be clear and specific enough to ensure that faculty members understand the nature of their responsibilities, while leaving ample room for professional judgment to be exercised since each faculty member presents a unique set of characteristics which define his or her record at any point in time.  The presumption is that faculty members are already highly motivated and that they look to these criteria for direction on how to best serve the institution.

It is also recognized that these criteria are applied in two different ways.  In one instance, they are used to make comparisons concerning the annual performance of faculty members to award merit salary increases.  Here the emphasis is on relative assessments and these criteria and assigned weights define the dimensions upon which faculty members are compared and ranked.  The second, and more important, way these criteria are employed is in assessments of individual faculty members to renew temporary contracts, to gauge progress towards promotion and/or tenure, and to grant tenure and/or promotion.  In these cases, the emphasis in on absolute judgments and these criteria suggest meaningful benchmarks for evaluating the professional achievements of individual faculty members.  Hence, this section not only identifies appropriate elements of performance to be evaluated but also includes general statements concerning performance expectations.

Decisions concerning the granting of tenure and, to a lesser extent, renewal of contract, represent an important commitment of university resources.  Tenure, in particular, has long-term consequences.  Thus, these decisions are based on both an individual’s past performance and a promise of continued performance in the future.  In addition, such decisions must consider future programmatic needs, professional collegiality and compatibility, and the dedication of an individual to the institution and a life of scholarship.  The application of one or more of these additional criteria may guide departmental recommendations concerning tenure and the renewal of contracts.

Teaching Criteria

Both the quality and quantity of teaching and related activities are serious considerations when evaluating the teaching performance of faculty members. The evaluation of teaching will be based upon:  (1) neutrally administered student evaluations; (2) teaching loads; (3) class sizes; (4) new preparations; (5) individualized instruction and assistance; (6) advising and counseling with students and student organizations; (7) course materials and syllabi; (8) program promotion, representation, and recruitment;  (9) participation on graduate student committees; and (10) teaching awards and recognitions.  Faculty members may also submit peer evaluations, self-evaluations, and other evidence related to teaching performance.  Strong teaching, reflecting a serious commitment to student learning, is required for tenure and promotion at all ranks.

Research Criteria

All faculty members must have a dynamic, high quality research program in progress, reflecting substantial scholarship.  Faculty members should be actively engaged in activities that result in the dissemination of research findings in professionally accepted ways.  In most instances, evidence of a high quality research program will be reflected in works either appearing in print or accepted for publication.  Given the variety of forms of research publications, however, it is not always easy to define quality.  Several leading journals accept less than 10 percent of the manuscripts submitted, with the number of submissions running in the hundreds annually.  Similarly, many journals and academic presses require unanimity or near unanimity on the part of the anonymous referees.  In addition, some important works may appear as a special paper, monograph, or book chapter.  Also, a few research outlets are common to the entire field, while there are a variety of specialized journals that differ considerably in their professional stature.

In general, the following ranking, in descending order of importance, will serve as a guide of the relative significance of different publications: (1) books, especially with academic presses; (2) journal articles; (3) book chapters; (4) monographs and technical reports; and (5) other publications, such as book reviews and reference entries.  Criteria useful in evaluating the quality of these different types of publications include: (1) the role of peer review; (2) the place and form of publication; (3) the relative contribution of co-authors; (4) the length; (5) the frequency of citation of the work or other measure of impact; and (6) invited contributions.  Single-authored academic books and articles in highly-regarded, refereed, international and national journals are usually strong evidence of maintaining a high quality research program.  It is expected that by maintaining a high quality research program, a faculty member’s work will have a significant impact on the development of disciplinary knowledge.

An important component of research is external funding.  External funding may take many forms.  External funds may be obtained to support an individual’s research program, to engage in creative activities which benefit the department such as developing new courses and programs, or to conduct applied research on behalf of other organizations and groups.  Soliciting and obtaining external grants and contracts is evidence of research activity, though a particular project may overlap with teaching and/or service concerns.  In evaluating external funding, consideration will be given to: (1) the funding source; (2) the relative size of the award; (3) the type of work it represents; (4) the level of student support; and (5) how it contributes to the quality of life in the department.  An ability to generate external funding, in and of itself, is not sufficient grounds for advancement in rank or the granting of tenure, but is valued in annual performance evaluations.

Presenting papers at professional meetings and conferences is a necessary element in the research process.  However, presenting papers, conducting workshops and offering lectures, are not as highly valued as publications or securing external funding.  In evaluating presentations and papers, consideration will be given to invitations to present and the relative importance of the forum.

Two other criteria may be appropriate to consider in the evaluation of research.  First, the department places value on working with junior faculty and students in the conduct of research.  Second, the department recognizes that more senior (usually tenured) faculty may undertake extended research projects that will not produce immediate results in terms of publications.  In such instances, a faculty member must provide evidence of continued effort and substantial progress in the production of research materials suitable for publication.  Moreover, it is acknowledged that engaging in research related activities does not directly address the issue of quality, an important element in the evaluation of research.

Service Criteria

Participation in departmental affairs is expected; the Department of Government sees itself as a community requiring the active and equal involvement of all its citizens.  Significant achievements in service are to be recognized and should improve a faculty member’s record, although service cannot compensate for shortcomings related to either teaching or research.  Service that benefits the citizens of New Mexico directly is consistent with the institution’s land grant mission and deserves special consideration.   The following ranking, in descending order of importance, is suggestive of the distinction between the routine and the significant in the evaluation of service: (1) positions in or service to national and international scholarly, professional or governmental/nonprofit organizations; (2) positions in or service to regional scholarly, professional or governmental/nonprofit organizations; (3) positions in or service to state and local scholarly, professional or governmental/nonprofit organizations; (4) university work and service; (5) college committee work and service; and (6) other forms of service.  It is recognized that the specific service performed by different faculty members will vary and that due consideration should be given to both the blending of activities and to the intensity of involvement.

V.
Procedures

All regular faculty will be evaluated once a year by the Department Head as part of the annual performance appraisal process.  The primary purpose of the Department Head’s annual appraisal is to determine performance based salary increases, though the Department Head is encouraged to offer comments related to issues of promotion and/or tenure as appropriate.  In addition, all regular college faculty below the rank of associate professor and tenure-track faculty will be reviewed annually by the P&T Committee and by the Department Head.  The purpose of these annual reviews is to issue recommendations concerning renewal of contracts and to offer assessments of progress towards promotion and/or tenure.  The P&T Committee and Department Head also issue recommendations concerning promotion and/or tenure.

A.
Assessing Teaching Performance

The results of all student evaluations using a department approved form will be considered part of the record in assessing teaching performance.  This does not preclude faculty from offering an analysis and interpretation of student evaluation results or from offering additional evidence concerning teaching performance.  Student evaluation results will be kept on file in the department.  Repeated failure to adhere to the policies related to student evaluations will be viewed unfavorably in assessments of teaching performance.  The following govern the use of student evaluations:

All regularly scheduled courses enrolling five or more students are to be 
evaluated using a form approved by department faculty.  Regular courses involving fewer than five students may be evaluated using a department approved form but it is not required.  For cross-listed courses, a faculty member should consider the total student enrollment, though s/he may elect to have separate evaluations submitted for each cross-listed course.

2.
Individualized courses (e.g. independent research, readings, thesis etc.) 
involving fewer than five students are not to be evaluated using a 

department student evaluation form.

3.
Evaluations using a department approved form are to be administered after the completion of 80 percent of the scheduled class sessions.  Every effort should be made to obtain a maximum number of student evaluations for every section taught.  Student evaluations are to be neutrally administered by a third party in the absence of the faculty member; the faculty member should leave the room and premises.  The completed evaluations are to be returned directly to the department office--not the faculty member--for tabulation and distribution.  The results are to be shared with faculty members after the submission of final course grades.

Faculty members should take steps to ensure that evaluations are administered in a neutral, open environment, where students feel comfortable offering honest feedback.  Instructors should refrain from such things as discussing in class the importance of receiving positive evaluations or prompting students in class to respond to questions extracted from the student evaluation form.

The following is a list of alternative methods available for assessing teaching performance in small courses:

Arrange to have the Department Head meet with the class to obtain feedback.  The Department Head would then prepare a summary evaluation which would be provided to the instructor after grades have been submitted.

Arrange for an evaluation of teaching by another faculty member or the staff of the NMSU Center for Educational Development.

Participate in a peer coaching program and submit the assessments completed by the partner faculty member.

Conduct self-assessments throughout the semester or a final assessment at the end of the semester.

Ask students to prepare a summary assessment and submit their comments to the Department Head.

Annual Goals and Objectives

All faculty members are required to develop goals and objectives on a calendar year basis.  A draft statement should be prepared at the beginning of the calendar year that then will be discussed at the annual performance meeting with the Department Head.  This meeting is usually scheduled in late February or early March and also covers the annual performance appraisal from the previous year.  The statement will include an approximation of the percentage of time that will be devoted to teaching, research, and service.  A final statement will be developed and signed and dated by the faculty member and Department Head.

Tenured professors are not required to submit written goals and objectives, though they should be prepared to discuss these items in their annual meeting with the Department Head.  A written agreement on relative performance weights is required unless a professor elects to use the standard weights.

The standard weights will be assumed for faculty members who fail to negotiate relative weights before the end of the spring semester in any given year.  In failing to negotiate weights, a faculty member waives his or her right to adjust these weights later in the year.

C.
Annual Performance Appraisals

Faculty Annual Performance Reports for the year under review will be submitted according to deadlines established by the Department Head.  Faculty members are responsible for the completion of their reports in a timely fashion and for providing evidence of their performance in each area to be evaluated, including the submission of student evaluation results.  Failure to submit an annual report according to the deadline may result in a faculty member being assigned to the lowest performance category by the Department Head.  Annual performance reports will be made available for public review upon request and according to procedures established by the Department Head.

The faculty respect that the Department Head is being asked to exercise professional judgement in conducting annual performance appraisals.  In addition, the faculty acknowledges that university policy mandates that a ranking system be used as part of this evaluation process.  With these points noted, the department faculty also express reservations about the potentially negative consequences of a system that attempts to promote competitive behavior among highly skilled professionals who are usually guided by a strong sense of motivation to succeed and contribute.  Hence, in employing the ranking system, the faculty endorses an evaluative approach that focuses on the positives of each person’s contribution while downplaying an examination of details to draw minor distinctions in performance.  In practice, this suggests lower rankings should be reserved for individuals whose level of performance is clearly lacking in comparison to others, while higher rankings would be awarded to individuals whose performance is notably superior and deserving of special recognition.

P&T Notebook

To facilitate the work of the P&T Committee, the Department Head will maintain and update on an annual basis a P&T Notebook containing relevant information about the department’s tenure-track faculty and regular college faculty below the rank of associate professor.  Copies of the Notebook, along with annual updates, will be distributed to each member of the P&T Committee.  At a minimum, the Notebook will contain the following documentation for each tenure-track faculty member:

Curriculum vita at time of initial employment;

Faculty Annual Performance Reports;

Annual Goals and Objectives Statements;

Annual Department Head’s Appraisals;

5.
Annual P&T Committee Reviews and Recommendations on Renewal of Contract; and

Annual Department Head Reviews and Recommendations on Renewal of Contract.

This same information will be assembled for each regular college faculty member, except for statements concerning goals and objectives.  Faculty members may add any other materials to the notebook by submitting items via the Department Head.  The P&T Committee may request additional materials it deems necessary in order to perform its duties.  All such requests should be made through the Department Head.

E.
Annual Review of Tenure-Track Faculty and Regular College Faculty

The P&T Committee will conduct an annual review of all tenure-track and regular college faculty below the rank of associate professor at least once a calendar year, normally during the first part of March.  In conducting its review, the P&T Committee will rely on the P&T Notebook and other professionally relevant materials.  The Committee writes a report on each tenure-track faculty member that is signed and dated by each P&T member that provides:

an evaluation of performance in the areas of teaching, research, and service for the previous calendar year;

an assessment of progress towards promotion and tenure for the entire probationary period to date; and

a recommendation on renewal of temporary contract.

The recommendation on renewal of temporary contract is to be based on a formal Committee vote, with the numerical results reported with the recommendation.  An explanation of dissenting votes or abstentions should be provided or it is understood that the impact of these votes will be minimized.  Dissenting members may prepare a signed minority report to be attached to the P&T Committee report.

This review may also include suggestions concerning goals and objectives for the current year.  These suggestions may necessitate revisions to previously agreed upon goals and objectives.

For regular college faculty below the rank of associate professor this review will focus on teaching performance, progress towards promotion, and renewal of contract.

Tenured faculty members below the rank of professor and regular college faculty members above the rank of assistant professor are encouraged to request review by submitting a current vita to the P&T Committee every three years to obtain guidance in preparing for promotion to the next rank.  These reviews will not have an impact on the Department Head’s annual performance appraisals.

The Department Head will conduct an annual review of all tenure-track and regular college faculty below the rank of associate professor at least once a calendar year, normally in late March following the review conducted by the P&T Committee.  The Department Head will rely on the P&T Notebook discussed above, the written materials prepared by the P&T Committee, and other professionally relevant materials.  This written report which is signed and dated must provide:

an evaluation of performance in the areas of teaching, research, and service for the previous calendar year;

an assessment of progress towards promotion and tenure for the entire probationary period to date; and

a recommendation on renewal of temporary contract.

In the case of regular college faculty, this review will focus on teaching performance, progress towards promotion, and renewal of contract.

The Department Head will provide a copy of his or her report and a copy of the P&T Committee’s report to the faculty member.  Copies of both documents will be filed with the Dean of the College of Arts and Sciences.  Originals will be kept on file in the Department of Government.

Promotion and/or Tenure Review

Faculty members interested in seeking early tenure review or promotions not coinciding with a regularly scheduled tenure review must submit a request to the P&T Committee to initiate their candidacy.  All such requests are to be submitted early in the spring semester but no later than March 1 (or the next working day).  The request is to be submitted to the Chair of the P&T Committee, with a copy sent to the Department Head.  A copy of a current vita is to be attached to requests from faculty members holding tenure or college faculty members above the rank of assistant professor.  The P&T Committee is expected to respond to such requests in a timely manner but no later than April 1 or the next working day.

1.
External Review and Reviewers

The purpose of the external review is to evaluate a candidate’s research and creative activity.  Candidates are charged with gathering the materials to be sent to the reviewers which should include all publications upon which the candidate would like to be judged.  Unpublished items may be included but must be accompanied by a clarification of the status of the work, such as accepted, under review, or not yet submitted.  The onus is on the candidate to substantiate claims made about the status of the materials.  Since the purpose of the external review is to evaluate the candidate’s research, materials connected to teaching and service should not be included by the candidate.  Regular college faculty are not required to obtain external letters, unless released for research purposes.

A candidate for a regularly scheduled tenure review will submit a list of potential external reviewers to the P&T Committee and Department Head within fifteen (15) days of receiving written notification of the Committee’s recommendation regarding the candidate and the process.

A candidate who seeks promotion only and/or early tenure review will submit a list of potential external reviewers to the P&T Committee and Department Head within fifteen (15) days of receiving written notification from the P&T Committee to proceed with the review process.

The list of potential external reviewers submitted by a candidate must include addresses, phone numbers, e-mail addresses, a statement of the nature and length of acquaintance with each person, and a brief description of each person’s background and qualifications.  A candidate for promotion and/or tenure should not attempt to contact these individuals to ascertain their willingness to serve or to discuss his or her candidacy.

The P&T Committee and Department Head meet to develop a list of potential external reviewers; the final list must include a least one person recommended by the candidate.  The Department Head will arrange the scheduling of this meeting.  After the list has been developed, the Chair of the P&T Committee contacts these individuals to ascertain whether they will serve.  The Department Head sends the research materials assembled by the candidate accompanied by a transmittal letter (Appendix A) and a copy of the candidate’s vita.  Candidates are encouraged to develop a vita following the format discussed below but it is not required at this juncture.  Candidates should submit seven copies of all items, preferably in clearly labeled binders, with the vita appearing at the beginning of each binder.  This binder represents Volume II of a candidate’s three volume Promotion and Tenure Packet as discussed below.

If at all possible, the goal is to send materials to the external reviewers before the end of the spring semester in order to give these individuals sufficient time to prepare their letters.  The deadline for a candidate to submit her or his materials is June 15 or the next working day.

Failure to meet any of the deadlines stipulated in the sections above (a - e) may result in termination of the promotion and/or early tenure review process for the current year.  The decision to terminate the process will be made by the Department Head and available members of the P&T Committee.

2.
Candidate’s Promotion and Tenure Packet - The Documentation File

A candidate for promotion and/or tenure is responsible for the development of her or his promotion and tenure packet.  The packet or documentation file is divided into three clearly labeled volumes and two additional items discussed below.  Volumes I and III must be submitted to the Department Head by September 15 or the next working day, while Volume II, as noted above, is due June 15 or the next working day.  Failure to meet these deadlines may result in termination of the promotion and/or early tenure process for the current year.  The decision to terminate will be made by the Department Head and the P&T Committee.

In addition to the three volumes, the candidate is required to submit a Faculty Annual Performance Report for the current year according to a deadline set by the Department Head, usually in late September or early October.  The final element of a candidate’s packet consists of the letters submitted by the external reviewers.  A candidate is to be provided with copies of these letters from reviewers when they are made available to the P&T Committee.  These three volumes, the current annual report, and the external letters form the candidate’s documentation file; nothing can be changed, added, deleted from it without the knowledge of the candidate and consent of the Dean of Arts and Sciences.

Candidates should submit four copies of Volume I, preferably in clearly labeled binders and organized with section dividers.  Volume I should contain the following materials:

Curriculum vita.  The vita should provide the following standard information at a minimum: educational background, directly related professional experience, courses taught, titles of publications, presentations, grants funded and not funded, professional community, and university service, and awards.  Information on publications is to be as complete as possible, including page numbers for articles and comparable publications.

This information must span the candidate’s entire professional and academic career but be presented in two parts corresponding to the outline suggested by the College of Arts and Sciences.  Within the second part of the vita, the candidate should clearly identify accomplishments subsequent to his or her last promotion and/or the granting of tenure.  The use of detailed narratives to accompany major sections of the vita is strongly recommended.  At a minimum the candidate must offer a statement regarding: (1) research goals and accomplishments; (2) whether each publication is peer-reviewed; (3) the quality of the journal (press) where each article (book or book chapter) appeared; (4) the significance, if any, of the order of authorship in co-authored publications and grants; (5) the degree of the candidate’s contribution in co-authored publications and grants; and (6) future research plans.

ii.
Department Head’s Appraisal of Faculty Annual Performance for all previous years;

iii.
Department P&T Committee’s Reviews and Recommendations on Renewal of Contract for all prior years; and

iv.
Department Head’s Reviews and Recommendations for all prior years.

Volume II, as discussed above, includes publications the candidate has asked the external reviewers to judge.  By submitting a memo to the Department Head, the candidate may add works (submit two copies) to Volume II or provide updates on the status of unpublished works after June 15 but no later than the deadline date for submitting the Faculty Annual Performance Report for the current year.  These items will not be forwarded to the external reviewers, however.  The vita, as sent to the reviewers, will remain in Volume II, unless the candidate submits a written request to have it removed.  This request is to be directed to the Department Head before September 15.

Volume III.  Any other information a candidate presents is considered to be in support of the application and is to appear in Volume III.  A candidate should submit two copies of Volume III, preferably in clearly labeled binders and organized with section dividers.  Volume III must include:  (1) summaries of all official student evaluations conducted at NMSU; (2)  annual goals and objectives; and (3) faculty annual performance reports.  A candidate may present other materials, including: (1) letters from students; (2) reviews of publications; and (3) letters of appreciation and recognition.

P&T Committee’s Recommendation

In early fall the P&T Committee meets to consider the complete documentation files for candidates applying for promotion and/or tenure.  It is the right and obligation of voting members of the committee to attend and participate in all discussions regarding a candidate’s case.  Members on sabbatical leave and unable to attend committee meetings may submit a memo expressing their views but it is not to be interpreted as a vote.  The Chair of the P&T Committee surveys the committee members by secret handwritten ballot on their support of the candidate’s application.  Separate ballots should be cast in cases involving promotion and tenure.  The P&T Committee then prepares a report on its recommendation, including the numerical results of the vote.  All participating members should sign and date the report.  The following points should be considered in preparing this report:

The report is to be detailed and evaluative, addressing both the candidate’s strengths and weaknesses in all areas of review.  An explanation of negative votes or abstentions should be provided or it is understood that the impact of these votes will be minimized.  Dissenting members may prepare a signed minority report to be attached to the P&T Committee report.

With respect to external letters, the report must provide:  (1) a description of the person’s background and qualifications to include any known relationship to the candidate; (2) a specific indication for each letter of whether the person was the selection of the candidate or the P&T Committee and Department Head; and (3) a brief description of how letters were secured, including a copy of the letter sent to the external reviewers (see Appendix A).

Excluding the materials composing the documentation file, all materials assembled by the P&T Committee are to be placed in an appendix to the Committee report.  This appendix is considered to be part of the report.

4.
Department Head’s Recommendation

Upon receiving the P&T Committee’s report, the Department Head prepares a separate recommendation report that is signed and dated.  This report should be detailed and evaluative, addressing both the candidate’s strengths and weaknesses in all areas of review.  As necessary, this recommendation should include:  (1) an  indication of the quality of the journal/press where each article/book appears; (2) a specific statement whether each publication is peer-reviewed; (3) information regarding the significance, if any, of the order of authorship in co-authored publications and grants; and (4) an explicit statement in co-authored publications and grants of the degree of the candidate’s contribution.

All materials assembled by the Department Head are to be placed in an appendix to her or his report.  This appendix is considered to be part of the report.

The Department Head is responsible for providing copies of the P&T Committee’s report and the Department Head’s report to the candidate after all materials have been submitted to the College Dean.  These two reports are not considered to be part of the candidate’s documentation file.

VI.
Summer Teaching Policy

The allocation of summer teaching assignments will be determined in accordance with university policies, as well as the provisions identified below.  Before the adoption of this written policy, the department used a priority-based rotational system to allocate summer teaching assignments.  This system, as it evolved, would produce a list of regular faculty members in descending rank order of priority for teaching each summer.  The philosophy behind this rotational system is being retained through the adoption of this policy, and the priority list, as it existed after making assignments for summer 2002, serves as the starting point for implementation of the following:

Faculty requests for summer teaching will be submitted according to a deadline established by the department head and announced at a regularly scheduled department meeting or through an email message.  Such requests will indicate preferences concerning courses, schedules and session.  A faculty member who fails to meet the deadline set by the department head foregoes any priority claim she or he may have for a teaching assignment that summer.

Assignments each summer will be made by the department head by moving down the priority list until the department’s allotment has been depleted.  The first faculty member on the list requesting to teach will be assigned a position and then will be moved to the bottom of the list for teaching the next summer.  The second faculty member requesting to teach will be assigned a position and then will be moved below the first for the next summer and so on.  An individual electing not to teach will move up the list (or retain his/her position) as others are moved down for the next summer.  The net result is that those faculty members electing not to teach in a given summer will have a higher priority the following summer.

The department head has the responsibility to ensure that the mix of courses being scheduled will meet the needs of students and will generate enrollments sufficient to justify their being offered.  A faculty member may be asked to offer a different class than requested.  If an individual is not willing to offer a course the department head deems appropriate, then she or he may not be assigned to teach despite any priority claim.

A new faculty member will be placed at the bottom of the list for the upcoming summer.  If there is more than one new person, placement on the list will be based on the alphabetical order of last names.

A faculty member that has signed the necessary paperwork to retire from the university with an official last working day will be moved to the top of the priority list, and will stay there until the retirement is final.  A faculty member can invoke this provision only once during his or her career at NMSU.

A faculty member’s position on the list will not be altered if she or he steps in at the request of the department to cover a summer course scheduled for another individual.

Conflicts concerning summer session requests will be resolved by the department head by considering past session assignments.

If summer positions remain available after all of the department’s regular faculty have been given an opportunity to teach the equivalent of one 3-credit hour course, then the department head should assess if any individual is interested in teaching a second course.  In gauging interest in teaching a second course, the department head is to move down the priority list as it existed heading into that summer.  A person selected to teach a second course will again be moved to the bottom of the list following the procedures discussed above; a person teaching two courses will have an even lower priority for teaching the next summer than one who teaches only one course.

If there are any summer positions remaining to be allocated, the department head is permitted to take steps to hire part-time instructors and/or graduate assistants to teach.  Graduate assistants teaching during the summer must be approved in advance by department faculty.  The department head is encouraged but not required to involve interested faculty in the hiring of part-time instructors.

VII.
Student Travel

Purpose

The Department of Government recognizes the importance of student participation in professional conferences and seeks to support such activity when funds allow.  The guiding principle in decisions regarding departmental support of student conference participation is to complement and enhance the academic experience for graduate and undergraduate students in the Department of Government.  

Decisions about financial support of student travel shall be made by the Department of Government faculty based on recommendations from the Student Travel Committee.  Students seeking financial support from the Department of Government shall submit a completed Student Travel Request Form (Appendix B) to the chair of the Student Travel Committee.  The Committee shall use the guidelines presented below to develop a recommendation for the Department regarding how much financial support, if any, the Department should provide.  Department support will rarely, if ever, cover the entire costs of student travel.  Students are strongly encouraged to seek support from other appropriate organizations on campus and, if relevant, from their employers.  

Separate guidelines are presented below for the Model United Nations and for individual student travel requests. 

Model United Nations

A representative of the Model United Nations is responsible for completing the Student Travel Request Form on behalf of the group.  The Department of Government shall, whenever possible, support travel expenses associated with the Model United Nations in the amount of $500 per year.

The maximum amount shall be provided if the following conditions are met:

The written request for funds lists all members of the group and their majors, and outlines plans for other fund-raising activities;

The group provides a written plan for preparation that demonstrates an ability to link the Model UN experience to their academic studies;

At least 3 Government majors will partake in the trip to New York City; and

The group agrees to provide a written report to the Department upon return from the trip.   The report shall include a list of all funding sources and amounts contributed, an overview of the preparation process, and an assessment of the experience as it relates to the students’ academic studies.  Failure to submit this report in a timely manner will result in a reduction or elimination of department funding in the subsequent year and/or a reduction of one full letter grade for those students enrolled in the Model United Nations course who participated in the trip.

Less than $500 may be provided to the group if one or more of the conditions are not met.

The Student Travel Committee may recommend to the Department that more than $500 be provided to the group if substantially larger numbers of government majors are participating and if the group demonstrates a solid plan for strong academic preparation.

C. 
Individual Student Travel

The Student Travel Committee shall review requests for Department support and shall make recommendations to the Department faculty.   The Committee may recommend an award up to $250 per student.  In no case shall the amount provided exceed the actual costs of travel (including airfare or standard mileage reimbursement for use of personal vehicle) and conference registration. Students shall not be provided with per diem.  

The actual amount provided in response to a particular request shall be based on the availability of funds, the number of requests received in a year, and the priorities below:

Presentation of a sole-authored paper at an academic conference related to the student’s thesis research or professional development plans.

Presentation of a co-authored paper at an academic conference related to the student’s thesis research or professional development plans.

Participation in a conference panel as a chair or discussant.

Participation in an assessment center for the Presidential Management Internship (PMI).

Undergraduate student participation in a military academy conference.

Other conference or workshop participation.

Student travel to receive an award or honor related to their academic studies. 

Under no circumstances shall the Department provide funding for a student to simply attend a conference.  The student must have an active role to play.  
Students who have submitted proposals for conference participation or have applied for the PMI, but have not yet received notification of acceptance, may request funding.  Any allocation made shall be contingent upon providing documentation of final acceptance. 

D.
Application Process

A Student Travel Committee consisting of three faculty shall be appointed by the Head at the beginning of each academic year and shall be responsible for reviewing requests and making recommendations for that year.  As recommendations are made, they shall be presented by the committee chair at the subsequent faculty meeting for a Department decision.  The Committee chair is responsible for notifying the student and the Department Secretary of the final decision.  

The process for submitting a request for funding to the committee is outlined below. Students seeking financial support from the Department must submit a completed Student Travel Request form to the chair of the Student Travel Committee (Appendix B).

Students will be notified of the Department’s decision by the Committee Chair.  Students shall then make arrangements with the Department Secretary for payment.  As a general rule, the Department will either pay the organization or airline directly, or will reimburse the student after the travel upon submission of receipts.  It is the student’s responsibility to make these arrangements and then submit all documentation to the Department Secretary to facilitate payment.

Appendix A

(Date)

Dr.

x

x

x

Dear Dr. [                     ]:

A few months ago, [Dr.            ] contacted you concerning your willingness to review the credentials of [Dr.                ], a candidate for [tenure and/or promotion to                      ], at New Mexico State University (NMSU).  Let me begin by thanking you for taking time out of your busy schedule to serve in this important capacity.

Our university, the land grant institution of the state, is classified by the Carnegie Foundation as a comprehensive research institution, extensive level.  NMSU operates on a semester system, where the standard teaching load in the department is three courses per semester.

The purpose of this external review is to evaluate the candidate’s research and creative activity.  I have enclosed [Dr.                      ] research packet, which is the candidate’s responsibility to prepare.  It represents those research materials upon which the candidate is asking to be judged.  Also enclosed are guidelines from (1) NMSU’s Administrative Policies and Procedures manual; (2) the College of Arts and Sciences, and (3) the Department of Government.  In the case of the third document, please pay particular attention to the Department’s functions and criteria beginning on page           .

In your review of the candidate’s materials, please keep these statements of standards in mind.  Also, please recognize that your letter will be read closely by both individuals in the candidate’s home department and by faculty from other disciplines.  Your comments should, among other matters, discuss:

1.
How well you know the candidate and specific strengths and weaknesses;

How well you know the candidate’s research record and the significance and impact of (his/her) contributions to the literature and to the field;

The candidate’s recognition at national and international levels;

The candidate’s promise of sustained scholarly activity;

Overall, given what you know about the goals and standards at NMSU, how strong a case for [tenure and/or promotion to                    ] does the candidate have at NMSU?

(Date)

Page Two

[For promotion to the rank of professor, the Department of Government expects the publication (or acceptance of publication) of substantial scholarship or research of excellent quality beyond that achieved at the time of promotion to associate professor and the granting of tenure.  Hence, we would be grateful if you would assess the candidate’s achievements in this regard.]

We request that you send your review as soon as is convenient, but no later than September 15.  It also would be helpful if you could provide us with a copy of your vita so we can speak to your qualifications as an external reviewer.  Your evaluation and vita will be forwarded to the Promotion and Tenure Committee when it is received.  In addition, NMSU has an open letter policy which means the candidate will be provided with a copy of your letter; your name will not be shared with the candidate prior to this time.  You need not return the candidate’s packet.

You should send your review to me at the following address:

Department of Government

Box 30001, Dept. 3BN

New Mexico State University

Las Cruces, NM 88003-8001

I am well aware that your evaluation of the work of [Dr.                   ] will require considerable time and greatly appreciate your willingness to serve in this vitally important capacity.  Both the Chair of Promotion and Tenure Committee, [Dr.                    ], and I would be pleased to provide any other information that you may desire or to answer any questions that you may have.  We can be reached at 505-646-4935.

Sincerely,

[ name ]

Academic Department Head

enclosures
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