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1. Mission Statement
1/23/98

The Department of History is committed to promoting an awareness of the past, an appreciation of the origins and dimensions of the present, and an understanding of the nature of change and continuity throughout the world. We are, thus, committed to educating undergraduate students in the broad range of historical knowledge and in developing writing and critical thinking skills. The department is dedicated to training graduate students at the master's and doctoral levels in the substance of history and in the concepts and methods that will enable them to practice history at a professional level. The Department actively encourages research, believing that the university has an obligation to extend and to pass on knowledge. Good research develops new understandings of the past and the present, and this is communicated in professional publications, in public presentations, and in classrooms. Members of the Department are professionally active nationally and internationally within professional historical associations, the university, and in society at large, including state and local areas.

2. Committees
4/10/98

A. Personnel and Advisory Committee.

The membership consists of six elected members of the Department from each rank in proportion to the distribution of these ranks in the department. The Committee will determine this proportion each spring, before the election of the members for the following year. The Chair of the Department is an ex-officio member of the committee. Assistant Professors may only serve one time during their probationary period.

B. Graduate Committee 
The membership of this committee shall consist of the Director of Graduate Studies, who shall serve as chair, and at least two additional faculty members.

C. Undergraduate Committee The membership of this committee shall consist of the Director of Undergraduate Studies, who shall serve as chair, and at least two additional faculty members.

D. Quality of Instruction Committee

The membership of this committee shall consist of a chair, several additional faculty members, and students. The members of this committee shall be appointed by the Chair of the Department, after consultation with the chair of the committee.

E. Field Committees

The membership of a Field Committee shall consist of all voting faculty in teaching in that field of study. The chair will be chosen by the members of the committee, and may be a member of the Undergraduate Curriculum Committee. The Committees consist of United States, Europe, Latin America, Asia, and Public History.

F. Affirmative Action Committee

The membership of this committee shall be appointed by the Chair of the Department and shall ensure that Department actions, including the hiring of personnel, follow University guidelines concerning affirmative action.

3. Procedures and Guidelines for Hiring Faculty and Academic Professionals
4/10/98

A. Principles

The Department has the responsibility to determine priorities for hiring faculty and academic professionals and whether to accept or reject someone as a member of the department. Furthermore, although a search committee may shape a job search, although the dean has the authority to influence the selection, and although the department chair is the official hiring officer, the department has the greatest responsibility and authority for determining the best applicant for a position in the department.

B. Determining Departmental Hiring Priorities

Each spring semester the field committees will meet to review their existing hiring preferences and determine whether to recommend changes. They may develop proposals for consideration by the chair, the Personnel and Advisory Committee, and the department. In case any possible position does not fit within an existing field committee, the Personnel and Advisor Committee, acting on its own initiative or in response to faculty suggestions, may present proposal to the department.

Each spring semester the department will review the existing and any proposed changes in the hiring priorities. At that spring meeting the chair will report on the possibility for obtaining a faculty position and how faculty positions rank with other departmental needs such as academic professionals, staff, and graduate assistantships.

If the department fails to obtain funding for a faculty position in the regular College allocation, it may consider and may authorize pursuing other ways to meet its hiring priorities in accordance with other University and College hiring initiatives. No formal search can be undertaken, however, without prior field approval (where appropriate) and the approval of the entire department.

C. Procedures and Structure

All candidates for a position in the History Department, whether by regular allocation or special initiative, whether full-time or part-time, must be reviewed by a departmental search committee. A search committee will typically include faculty members close to the area being hired.

Any candidate for a position in the History Department must provide letters of recommendation, a vita, some writing sample, and a letter of application. The Search Committee must evaluate the candidates' materials and interview a shortlist of candidates. In organizing on-campus interviews for a limited number of the top candidates, the Search Committee will provide sufficient opportunities for members of the department to meet with and/or hear the candidates.

make every effort to hear and see the candidates and should examine the candidates' files. The Search Committee shall make a recommendation to the department and shall direct a departmental discussion concerning who should be hired. The department shall vote on job candidates. In determining its recommendation, the search committee will place considerable weight on this vote.

4. Procedures for Workload Assignments
1/23/98

A. Looking at tentative schedules assembled in the autumn of one academic year for the next academic year and considering past workload assignments, the chair will send a request to faculty, asking for special factors related to their workload. After considering any faculty responses, the chair will then fill out workload forms for the next academic year in the areas of instructional activities, scholarship/creative activity, and service.

B. The workload forms will be distributed in the spring to the appropriate members of the History Department. If the workload assignments meet with their approval, they will sign and date them and return them to the chair.

C. If members of the History Department question or object to the assignments, they shall meet with the chair and agree together upon changes or amendments. Then the affected individuals and chair will sign and date the revised workload forms.

D. In the event that the chair and History Department members cannot come to an agreement on the workload assignments, they may appeal the decision to the Personnel and Advisory Committee, which will report its finding to the chair who will make the final assignment according to the standards of the department. The History Department member and the chair will then sign and date the form.

E. If a departmental member will not work with the chair, to determine a plan or refuse to sign a workplan, the "default" prospective workplan will be 40% for instructional activities, 40% for scholarship/creative activities, and 20% for service. The annual review and the Dean's audit will evaluate the History Department member as though the workload was divided in these proportions.

5. Performance Review Guidelines
12/5/97

The following guidelines are offered so that department faculty members will be aware of what is included in each of the performance categories and understand the importance of your various contributions in the areas of research and publication, teaching, and service. Covering letters are helpful and encouraged. Moreover, when it is unclear whether an activity or accomplishment falls under teaching, research, or service, the faculty member should seek the advice of the chair before filling out the form. If there is a genuine ambiguity, the faculty member should put it under one category or the other and provide a reason.

DEFINITION OF MERIT:

All faculty members are expected to fulfill competently their basic responsibilities of teaching, research, and service.

A faculty member is considered meritorious when he or she performs at a level that exceeds the basic job description. In other words, to be considered for merit, the faculty member must make an above average contribution to the overall mission of the department. How valuable the faculty member is to the department determines the final ranking.

No faculty member will, under ordinary circumstances, receive an overall high merit rating without significant activity in two out of three areas.

SATISFACTORY FACULTY PERFORMANCE

A faculty member is judged to be performing satisfactorily when each of the following conditions is true. As each of these conditions is essential, the absence of any one of them reflects an unsatisfactory situation.

A faculty member is performing at a satisfactory level when he/she:

-has a full (1.0 FTE) workload of assigned activities, or unless there is a buyout from local/sponsored funds,

-engages in those activities at an acceptable level of quality,

-exhibits acceptable balance among the activities making up his/her professional portfolio,

-is providing acceptable instructional and service contributions, and

-conduct himself/herself in a professional manner (ACD 204-02).

SCHOLARSHIP AND CREATIVE ACTIVITY:

Research and publication is an important part of the College Mission and Goals Statement. It is also a major way of enhancing the national standing and prestige of the department. Activity in this area is thus a major component of the mission of the department.
The most important aspect of the research and publishing component, in any one year, is the publication of scholarly books, articles, edited books, and chapters in books that represent original research, and which are published in refereed journals or by legitimate presses. Such publications represent a major contribution to the department and are considered extremely significant.

"Track Record" information becomes important when productive scholars have a "dry" year or to show a record of continuing activity over a span of years. The "track record" also demonstrates whether faculty members have a research agenda for the future that is likely to result in significant publications.

The "track record" can be used to confirm whether a person is generally performing at a meritorious level in the area of research, even if no publications came out in that particular year. "Track record" alone, however, is not sufficient to justify a high merit rating for the research and publishing component.

Also of importance among research and publishing activities are invited nonrefereed scholarly articles, papers read at professional meetings, and translations. External grants are encouraged and are considered a sign of major research activity. National awards and honors related to publishing also fit into this category.

Some importance is also ascribed to such items as encyclopedia articles, newspaper articles, pamphlets, internal grants, and reprints of articles or books. A final category of scholarship and creative activity includes book reviews, public lectures, leadership in public book forums, participation at conferences, work as an editor or on an editorial board, unpublished papers, and preparation of media materials. Items in this later category can be part of a well rounded research and publication agenda, but alone they suffice only for the minimum workload in scholarship and creative activity.

TEACHING:

All faculty are expected to be competent teachers. This is a major part of the basic job description. Meritorious teaching is determined by outstanding work at the graduate and/or undergraduate level. The department will not penalize members for professional leave of absences and/or sabbaticals. Indeed, faculty members are encouraged to seek such leaves.

Determining factors at the undergraduate level are the quality of student evaluations, the amount of extra effort put into teaching (such as advising, counseling, extra sessions, special preparations, etc.), and a solid devotion to your students. Awards for teaching excellence and other honors are also important. of additional value to the committee are syllabi and other instructional materials.

Determining factors at the graduate level include the degree of participation in the graduate program, the number of committees you chair or currently serve on, the willingness to offer individually arranged courses, and your success in getting your advisees through the

program. A less important factor is success in the placement of graduate students and number of graduate students.

SERVICE:

Service is also an important factor in determining meritorious activities. Outstanding service brings recognition to the department and advertises the quality of our faculty. There are three kinds of service: service to the profession, service to the community, and service to the University. All three are important and faculty are encouraged to be active in all three areas.

Service to the profession is significant because it enhances the national reputation of the department. In this sense leadership positions (such as elected offices, chairs of important committees, editors of journals, and convention planning activities) in professional organizations are especially important. Membership without active participation is significantly less important. Service as a referee or evaluator for journals, book publishers, and grant/fellowship agencies is also of importance.

Service to the university, college, and department is important. Among such activities are serving on a policy-making committee or board, providing special operating direction on committees, boards, or in an administrative capacity, assisting faculty and students in extraordinary ways (sponsoring activities, advising special groups and organizations, etc.), and chairing search committees. Of secondary importance is membership on departmental search committees and honorary service.

Service to the community must be related directly to your position as a faculty member and scholar. Important service includes assuming a leadership role on various state and county boards, educational organizations, being actively involved in public programs related to your profession, and giving talks and lectures directly related to your area of expertise.

Tenured faculty are expected to perform more service than un-tenured faculty. 
PUBLIC HISTORIANS:
It is recognized that department members who are primarily public historians will have certain different criteria for merit evaluation. Department guidelines apply in general, but with the following additions:

1. Research and Publication.

For those who direct public history options, research and publication may include nontraditional research and outlets" such as public and private contract research. These will be rated in importance as parallel to traditional research. That is, a refereed, major contract report may be equivalent to a book; a lesser report accepted by a government agency or private firm may be equivalent to a refereed article; and so forth. In addition, external contracts will be considered of major importance.

2. Teaching.

For public history faculty, a part of the basic job description does include placing students in internships. It should be noted that all public historians automatically serve on all their students committees and must fulfill standard teaching obligations.

3. Service.
Since community (and in some cases professional) service is especially important in arranging internships and research opportunities for public history students, it will be of significant importance for public history faculty.

6. Performance Evaluation and Salary Adjustment Plans

12/5/97

The following information details the procedures by which the History Department evaluates professional performance and makes salary adjustments for faculty (we have only one academic professional in the department, who goes through the same process).

A. EVALUATION CRITERIA

The Personnel and Advisory Committee (PAC), elected by all members of the History Department, advises the Chair about policy and procedures governing all aspects of personnel.

Evaluation criteria have been established and approved by department vote and are contained in the document PERFORMANCE REVIEW GUIDELINES. This document details the department's criteria for evaluation in the areas on teaching, service, and research/publication in conformity with CLAS guidelines.

B. EVALUATION PROCESS

Performance reviews are conducted annually. Each spring faculty members complete a PERFORMANCE EVALUATION REVIEW FORM. This form includes the faculty member's activities during that and the previous two years, with substantial emphasis on the current year for the evaluation of teaching. In addition, a current vitae, the previous year's evaluation, a personal letter from the faculty member (if desired), and other supporting materials are submitted so that the committee and chair may take into account both a retrospective view and prospective plans. Faculty will be evaluated in the areas of teaching, service, and scholarship/creative activity according to the proportions which each faculty member has indicated on his or her annual workload form.

Once the material has been collected, it is reviewed independently by the PAC and the Chair. Both use a standard form that recognizes four grades of performance (unsatisfactory, satisfactory, meritorious, and exceptionally meritorious) in each area (see Appendix C). Based on the individual's activities in each category of evaluation an overall ranking is complied. The PAC and Chair then meet to come to a consensus, with the Chair having the right to make a final determination if there is no agreement. The results are distributed to the faculty along with a letter discussing the reasons for their evaluation.

After the evaluations are distributed, faculty have an opportunity to discuss their rating with the Chair. If there is a disagreement and no accommodation can be reached, faculty

have the option of pursuing an appeal before an elected appeals committee. This policy is spelled out in the document PERFORMANCE EVALUATION APPEALS PROCEDURE. This procedure, approved by departmental vote, is in conformity with CLAS guidelines.

C. SALARY ADJUSTMENT PROCESS

The History Department desires to reward performance and to remedy problems that involve salary inequities, compression, and inversion. It is recognized that average salaries in the department are substantially below competitive averages. In attempting to make up this difference, each faculty member will be assessed in relation to his/her contributions to the department and university. Because salary circumstances are variable and dynamic, changing from year to year, the process must be flexible and adaptable. The Chair is responsible for addressing salary problems, which will be done in the following way, depending on specific circumstances that arise each year.

1. Faculty salaries will be adjusted based on their performance evaluation (see Section B) which includes contributions to teaching, research/publication, and service.

2. Special equity cases, especially those involving inversion and compression (and the correction of any unlawful discriminatory inequity that may exist), will be pulled out of these groups for individual adjustment of salary.

3. The percentage increase for each faculty member is dependent on the amount of the salary distribution pool. A reference point for faculty salaries in history will be the 50th percentile of the overall average salary of all ranked faculty at the combined ASU/UofA peer institutions, as reported in the annual AAUP salary surveys. Current salaries will be contrasted with survey salaries and adjustment decisions will reflect these differences as well as conditions within the department.

4. To the extent of the department's discretion, satisfactory or better performance is a necessary condition for all types of salary adjustments. Satisfactory performance is determined each year by the Chair and PAC and must conform to the basic criteria established in the document PERFORMANCE REVIEW GUIDELINES (see Appendix A).

7. Procedures for Annual Review
1/23/98
1. In March, the form for the annual review will be issued to all appropriate members of the History Department who will be given an deadline for returning the completed form to the chair. To comply with post-tenure review guidelines, the annual review will be based on the workload assigned to departmental members for the academic year then ending. Only in the spring of 1998 will instructional activities from the spring of the previous academic year (1996-97) be considered, as has heretofore been the procedure.

2. The chair of the Personnel and Advisory Committee will then assign files to each member of the committee. Each member of the committee will prepare a statement concerning the files assigned to them. All members of the committee will read all files so that a responsible discussion can take place. They will meet to evaluate the files in early April, rating each candidate a 4 (high merit), a 3 (low merit), a 2 (satisfactory) or a 1 (unsatisfactory) on the workload assigned. An overall rating will then be assigned and a revised statement, if necessary, about each candidate will be written.

3. The chair of the Personnel and Advisory Committee will present to the chair of the department the ratings and the written statement for each departmental member. The chair will then evaluate members in the same categories and give an overall rating. The ratings as well as a statement composed by the chair will be communicated to the departmental members.

4. If the chair of the department gives a member of the department an individual rating (in instructional activities, scholarship/creative activities, and service), that is different from that of the Personnel and Advisory Committee, only if this alteration leads to a change in the overall rating will the chair of the department communicate this alteration to the Personnel and Advisory Committee. The chair of the department may do this in written form and solicit contrary opinions from the Personnel and Advisory Committee but the final assessment is the departmental chair's responsibility.

5. If a departmental member formally appeals his or her rating in any category they should have access to the Personnel and Advisory Committee's ratings and statements.

8. Performance Evaluation Appeals Procedures 
1/23/98

A. Working with the advice of the Personnel and Advisory Committee, the Chair shall distribute annually to each member of the faculty a Performance and Merit Evaluation consisting of numerical ratings in the appropriate areas, and a formal, written letter. These ratings comprise the information which shall, subsequently, be communicated to the Dean of the college and be part of the faculty member's record.

In addition, the Chair shall provide written, informal comments to each faculty member on the various areas of review, noting strengths and weaknesses. These comments are private communication between the Chair and the faculty member. The Chair may save such communications for several years as part of the record of interaction with a faculty member, and the Chair may share them with the Personnel and Advisory Committee to clarify the person's performance and evaluation in subsequent years. However, these comments are not part of the materials to be sent to the Dean, nor do they represent part of the formal review process.

B. Following the issuance of performance evaluations, faculty will have a short period in which to digest the report. Those who accept the evaluation will indicate that fact by returning a signed acceptance form to the chair no later than the specified date. Those wishing to discuss either the numerical ratings or the Chair's written comments must make an appointment and meet with the chair. Anyone not responding by the deadline will be assumed to have accepted the performance rating.

C. Faculty who feel that there was error in their evaluation must first meet with the chair to try to resolve the matter.

D. If, after meeting with the chair, the issue is not resolved, the faculty member may appeal the numerical ratings to the Department's Performance Evaluation Review Committee. The written comments are private communications and not subject to appeal, except in cases where a faculty member is rated "unsatisfactory." In all other cases a faculty member may write a letter of response to be attached to the written comments and placed in the faculty member's personnel file held in the department. The procedure involved with the activation of this committee is as follows:

1. A committee will be elected before the distribution of evaluations. As noted in the Department Bylaws, the committee will consist of one representative of each rank elected from a list of all regular Department members not currently serving on the Personnel and Advisory Committee. If a member of the committee desires to appeal, the Chair of the Department will appoint the (a) member who received the next highest vote total in the election for that position.

2. The appellant will be provided with all appropriate materials that were used in making the original evaluation. This ordinarily will include his or her own file and the files of those he or she should be compared with. All files must be kept confidential and can only be used for the purpose of preparing an appeal.

3. The appellant will submit a letter to the chair stating the exact and specific nature of the appeal. The appellant must indicate in this letter the specific categories (teaching, research, or service) he or she is contesting, what he or she feels is an appropriate rating, and provide specific reasons for the suggested change. Appeals may be based on substance or procedure.

4. The appellant's letter will be forwarded to the Committee along with relevant materials provided by the chair. These will ordinarily include the files the appellant was privy to and confidential comments made by the PAC and chair.

5. The appellant may then present his or her case to the Performance Evaluation Review Committee, either in writing or in person. In either instance, the comments must be addressed only to the specific issues and categories raised in the appellant's letter.

6. Following the appellants appearance before the committee, the chair must also meet with the committee to present the PAC and chair's viewpoint in a formal, written letter.

7. The Committee will then prepare written report recommendations to the chair. The Committee has the option of sustaining the Chair's original finding or suggesting a correction in one or more rating category. If recommended changes suggest a alteration in the overall merit category, this too may be noted.

8. The chair will forward to the appellant a copy of the Committee report along with a letter indicating the extent to which the chair supports the Committee's finding. The appellant will have the opportunity to accept the chair's final evaluation or to appeal the matter to the next highest level.

9. Performance Development Plan
1/23/98

A. This plan addresses a single area of deficiency, when the overall performance of an individual is satisfactory, before it becomes sufficiently serious to impair the affected member's overall performance. If a departmental member receives an unsatisfactory mark in instructional activities, scholarship/creative activities, or service, the chair of the department will work with the individual to create a workplan that will enable the rating to be raised to satisfactory. The workplan will state the precise activities to be accomplished, the time frame, usually one year, in which the deficiency shall be erased, and must be signed and dated by both the chair and the departmental member.

B. If the affected individual and the chair of the department cannot come to an agreement, the individual may appeal to the Personnel and Advisory Committee, which shall report its findings to the chair. The final assessment will then be made by the chair in conjunction with the individual, who if still aggrieved, may appeal to the dean of the College of Liberal Arts and Sciences for a resolution.

C If the department member meets the goals outlined in the Development Plan, then she/he returns to the regular annual performance evaluation.

D. If plan objectives are not achieved by the agreed upon time, the affected member shall receive an overall rating of unsatisfactory and must enter the Performance Improvement Process as set out by College and University guidelines.
10. Promotion and Tenure Standards
12/91
The Department of History expects that candidates for promotion will have demonstrated competence in research and publication, teaching, and service commensurate with their rank and time in grade. The following narrative identifies the general parameters that guide decisions on tenure and promotion in the areas of scholarship, teaching, and service.

A. Promotion to Associate Professor (with Tenure)

1. Research:

a. Promotion to this rank requires that the candidate furnish a body of work judged meritorious by the department and historians outside the university. The principal criterion for promotion to associate professor (with tenure) is a demonstrated ability to do original independent research of high quality resulting in appropriate publications. Ordinarily this will be the production of at least one scholarly monograph (book) plus several articles in refereed journals.

b. Like other faculty, public historians should publish a book with a reputable publisher. The book may be related to public historical work or it may be a scholarly monograph. In addition, public historians should demonstrate their continuing commitment to research with published articles or works of public history.

2. Teaching:

a. Student teaching evaluations and other appropriate measurements must be at least within departmental norms. Candidates are expected to play an active role in undergraduate education and to be involved with introductory survey level courses. Candidates might not immediately become involved in the graduate program but should become active participants (as opportunities present themselves) by the time of review.

b. Public historians will primarily but not exclusively teach graduate students and must be able to develop class projects and to arrange individual internships. In addition they will be evaluated on their ability to recruit and advise students, place and monitor interns, and administrate the Public History Program.

3. Service:

Assistant professors need have only limited involvement on departmental, college or university committees. Participation in appropriate professional organizations is strongly encouraged, particularly in those fields where more opportunities are available. In addition to the above, public historians will be evaluated for service on the basis of active involvement with appropriate public organizations.

B. Promotion to Professor

(The requirements listed below are expected to be accomplished since promotion to associate professor.)

1. Research:

a. A professor has achieved substantial national or international recognition for scholarship and leadership in her/his field. Ordinarily the general criteria for promotion to professor include a scholarly monograph published by an appropriate press and several additional refereed articles, chapters, or edited works. Some of these publications should be in leading journals in the field. Grants, fellowships, and contracts are further indicators of national standing.

b. Public historians will be expected to complete a major research publication and to continue research activities leading to articles, contracts, and other public history works.

2. Teaching:

a. The department expects high-quality teaching from senior faculty. Candidates should show ongoing development of courses, and improved classroom performance in teaching introductory and upper-level undergraduate courses. They must also be involved with the graduate program commensurate with opportunities.

b. Public historians will continue to be evaluated on their ability to recruit and advise students, place and monitor interns, and administrate the Public History Program.

3. Service:

Senior members of the department should play a more active role on department, college, and university committees. Candidates also should take leadership responsibilities in professional organizations.

12. Guidelines for Review of Probationary Faculty
4/10/98

A. The Promotion and Tenure Committee (Committee), composed of all tenured faculty, will evaluate assistant professors in the fall semester of their 2nd and 4th years in residence. The tenured faculty will elect a Chair. The preparation, evaluation, and confidentiality of the candidate's file will follow procedures outlined in the document "Promotion and Tenure Procedures," contained in the Department's Policies, except that no outside letters are sought.

B. The central criterion for evaluation is whether the faculty member is on course to achieve tenure in the 6th year, as outlined in the document "Promotion and Tenure Standards," contained in the Department's Policies. Retention should be based on "excellent performance and the prospect of continued excellence" (ACD506-07). The letter of evaluation, which all committee members attending sign, should "accurately appraise progress toward earning tenure" (ACD 506-06). The Chair of the Committee will consult with the candidate regarding means by which observed deficiencies might be overcome.

C. 2nd Year Review

1. Research: The Committee expects the candidate to be engaged in an active program of research and writing directed toward meeting tenure requirements, as spelled out in "Promotion and Tenure Standards," contained in the Department's Policies. As those standards state, the candidate's primary objective should ordinarily be a scholarly monograph. The candidate should have made significant steps toward the requirements, as demonstrated by completed chapters of a book manuscript, presentations of papers, archival research, and so forth. The Committee will also evaluate the significance of the research program, assessing whether it is likely to make an important contribution to historical scholarship. The Committee will look for a clear agenda for work over the next two years, as well as evidence that refereed articles are in preparation.

2. Teaching: The Committee expects the candidate to have carried out the undergraduate teaching assignments related to his or her position, and to have syllabi and other evidence of conformance with Departmental teaching policy. The Committee expects a period of adjustment to the teaching role; candidates with teaching evaluations below departmental norms, judged as being within the range of the scores of two - thirds of the faculty, should have a plan in place to bring these to average levels within the next two years.

3. Service: The Committee expects minimal service.

D. 4th Year Review.

1. Research: The Committee normally expects a book-length manuscript to have been submitted to a press. The candidate should have published at least one refereed article

and have clear plans to place at least two additional articles in refereed journals within two years. The Committee will also evaluate the quality of the research completed, assessing whether it makes an important contribution to historical scholarship.

2. Teaching: The Committee expects the candidate to have gone beyond the basic requirements of his or her position, and to have made a contribution to the pedagogical mission of the department, by reason of new courses, new applications within existing courses, or other comparable contributions. The candidate should be prepared to participate in the graduate program, providing evidence of ability to work with graduate students as well as undergraduates. Teaching evaluations should be at departmental norms.

3. Service: The Committee expects the candidate to have evidence of professional service, such as committee participation in scholarly organizations, participation as a panelist in scholarly conferences, writing book reviews, or participating in local historical activities in the community. The candidate should have served on a departmental, college, or university committee.

13. Policies Regarding Classes and Teaching
3/94

Writing Assignments in Classes

400 level courses must use essay exams and require an additional substantial writing assignment as a significant part of course work and grad. Examples of such assignments include research papers, historiographical essays, analysis of primary documents, and/or critical reviews of reading. These courses shall be capped at 48, with a maximum of 66 depending on available room size.

300 level courses: a substantial portion of examinations should be essay format, and writing assignments should be a component of course work and grade.

Pro-Seminars: Selection of Topics and Course Construction.

The teaching of these courses will be available to all regular faculty, rotating them among the faculty so that those who have not recently taught a 498, and wish to do so, receive priority. The selection of topics rests with the Field Committees, the Undergraduate Curriculum Committee, and the Chair. The seminar offerings should favor broad topics over narrow ones, and they should seek to cover the breadth of the area's history. In choosing seminars preferences will be given to those that allow students access wherever possible to primary evidence over those that rely on secondary material. Primary material includes documents in translation. All seminars require a 400-level history course and History 300 as a prerequisite. All 498s shall meet L2 requirements, meaning that the research paper should have a minimum of 20 pages and reflect the various stages of the writing process. All seminars must required a methods book.

Office hours

Faculty members must hold two office hours during the week before the semester begins and at least two office hours per class each week during the semester.

Syllabus

A syllabus is required for each class, and it should be very specific on the policy for make-up exams, incompletes, and attendance. Make up exams are the responsibility of each faculty member. The syllabus should also list the date and time of the final exam.
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