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Preface
This is the third edition of the Faculty Development Manual for New Faculty.  We hope that it will be useful and that it will serve you well.

What follows provides information, distills institutional policies, and offers direction and advice.  Though it speaks in the voice of the Provost and Dean of the Faculty Office, this Manual, in many of its passages, gives expression to what we believe to be the collected wisdom of the Lawrence faculty.  Listening in on, and participating in, conversations between new tenure-track faculty and their mentors over the past few years, we have gleaned such wisdom as you will find below and we have witnessed gratefully and firsthand the steadfast support that the college’s senior teachers and scholars have so generously offered their new colleagues.  The process of new faculty acculturation to working life at Lawrence has been greatly assisted by generosity of this kind and for it we are genuinely appreciative.

Portions of this Manual are inspired by the Survival/Success Guide for Knox Faculty, 2nd edition and adapted by Eilene Hoft-March and Jerry Seaman, former Associate Dean of Faculty.  

As with any document of this sort, periodic revisions are needed.  Input and advice from our colleagues on that endeavor will be welcomed gladly.
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Introduction

The purpose of this Guide is to provide new tenure-track faculty with a framework for the development of their professional profiles as they progress from the first year through reappointment and ultimately to tenure.  It gives, in rough form, an institutional context for your professional development, which ultimately is an individual and personal process.  Drawing from information about Lawrence and other liberal arts colleges, it gives information about making connections, performance review, and some of the resources available to support successful teaching and scholarship/creative activity.  In addition, it shares guidance and suggestions on workaday items gathered from faculty of all stripes and at all stages of their careers.  

Importantly, this Guide is intended as an expression of support for new tenure-track faculty members and as a reiteration of the confidence that the college and your colleagues have already placed in your ability to make successful careers out of your appointments here.  It is our genuine hope that the decisions that have brought all new tenure-track faculty to Lawrence will result in outcomes that are at mutually beneficial and rewarding.  

Please note that some of the information presented here is repackaged from other sources such as the Faculty Handbook, the Lawrence University Course Catalog and the college’s web site.  Faculty should make every effort to familiarize themselves with the important institutional information and policies contained in those documents as well; this Guide is to be considered a supplement to, not a replacement for, such information.

Welcome To Lawrence

“Welcome to Lawrence.”  Upon your arrival, you will hear these words frequently.  College events, speeches, and official welcomes will accompany the spontaneous and less formal good wishes you undoubtedly will receive from colleagues and students alike.  The welcome you are given at Lawrence is a sincere one.  We are happy that you have arrived and look forward to your success.

Although the first days, weeks, and months of your new job will present numerous acute and perhaps dramatic changes to your former routine, the transition to a new working environment is not done once these immediate and short-term tasks are completed.  Becoming acculturated to your position on the faculty at Lawrence will take some time, and the time required will likely vary by individual.  New tenure-track faculty bring a variety of experiences to their roles – some few have been undergraduates at Lawrence or at colleges like Lawrence, some have taught previously at similar places, others have not done so and may in fact be coming directly to Lawrence from graduate school – but all have one thing in common:  this is a new job and it is at Lawrence.

Mission

It is important that new faculty gain an early understanding of the mission of the university.  Below is the official Misson Statement for Lawrence.

“Lawrence University of Wisconsin, through its undergraduate residential college and Conservatory of Music, educates students in the liberal arts and sciences. The university is devoted to excellence and integrity in all of its activities and committed to the development of intellect and talent, the pursuit of knowledge and understanding, the cultivation of sound judgment, and respect for the perspectives of others. Lawrence prepares students for lives of achievement, responsible and meaningful citizenship, lifelong learning, and personal fulfillment. As a learning community of scholars and artists we engage each other in a transformative process that emphasizes individualized learning, supported by an environment of rich educational opportunities in a residential campus setting.”

Additionally, the faculty have further articulated an educational philosophy for the institution.

“Students enter Lawrence at a time when they are actively forging their identities and seeking their place in the world. A Lawrence education is therefore transformative: we strive to help each student develop as a liberally educated person who can think deeply and creatively about ideas, gather and analyze evidence, communicate effectively, articulate a personal identity that leads to thoughtful life choices, and who is committed to responsible citizenship. This transformation is supported by a learning community that immerses students in the breadth of human experience, engages ideas in a spirit of open discourse, values the uniqueness of the individual, and celebrates accomplishment. The foundation for this learning community is a vibrant, safe, and healthful residential campus that contains talented and diverse groups of students, faculty, administrators, and staff. Our residential experience is enhanced by opportunities to study abroad and to become involved in the wider community. The University values effective teaching combined with distinguished scholarship and creative activity.
We see in each student the potential to become an informed, independent thinker, and concerned, responsible citizen. Lawrence students can personalize their learning through interactions with peers, professors, and staff in a wide variety of settings, both formal and informal. The process begins with our Freshman Studies program, and continues through the sophomore and junior years, and into our Senior Experience programs.”

Please read and consider these statements thoughtfully.  Use them as guidelines as you embark on your career at Lawrence.
A Few Fast Facts about Lawrence

You have probably seen this information before on the LU website and elsewhere.  Nonetheless, it may be helpful to group some things here together, especially as they relate to your transition to the college and your faculty development plans, which should take each of the following items into consideration.  For information that is updated annually, please see the Lawrence University Profile on our website at the following link:

http://lawrence.edu/about/lu_factsheet.pdf
Faculty Composition (2009

Tenure-eligible faculty at the ranks of Assistant Professor and Associate Professor represent a substantial cohort of the faculty at Lawrence, surpassing the number of tenured Full Professors.  Clearly these numbers will evolve, as faculty progress through tenure and promotion, but they currently represent a Lawrence reality that cannot be overlooked.  Approximately one quarter of the tenure-track faculty have been hired within the past four years.  Such a demographic makes tenure-track faculty development a high priority, one that both you and the college will need to take seriously.  In connection to this, one immediately notable, and perhaps unusual, result is that it will be more likely, even necessary, for members of your cohort to take on significant service responsibilities and, in some cases, to assume leadership roles in departmental and faculty governance at earlier points in your careers than might have otherwise been the case.

Lawrence is a genuinely cordial and collegial place where it is expected that opinions and viewpoints will be shared and respected professionally regardless of rank or seniority.  It is in some ways natural for tenure-eligible faculty to feel a cautious impulse when it comes to speaking to faculty issues, but you should not feel that it is necessary for you to heed such impulses uniformly or blindly.  Among the things that distinguish Lawrence from larger, research-centered, universities is the general absence of a rigid hierarchy among the ranks of the kind that imposes expectations for certain kinds of behavior from certain levels of the faculty.  If someone or something leads you to believe that this is not in fact the reality here, please do not hesitate to bring the matter to our attention.  In some cases, you may wish to consult a trusted colleague; in more serious circumstances, make an appointment with the Dean of the Faculty.

Making Connections

Collaborations and friendships that are established early in one’s career can have enduring and significant benefits.  It is important and valuable to have a colleague or set of colleagues with whom to talk shop and share ideas, and on whose trusted eyes and ears you may rely for critiquing such things as classroom teaching, grant proposals, drafts of manuscripts, course proposals, materials, assignments and exams, and -- not to be overlooked -- your reappointment and tenure portfolios.

Colleagues will also collaborate directly on a variety of projects and levels.  Musicians may find ensemble partners; scientists may discover colleagues who do similar or related fieldwork.  Faculty with interdisciplinary instructional interests may design and teach a new course together.  A project in history might attract a colleague from Lawrence and one or two from nearby institutions.  There are potentially limitless examples of successful collaboration in every discipline.

At Lawrence, connections among colleagues are facilitated by our mentoring program, by campus networks, by the college’s proximity to a number of other institutions and to urban centers that host meetings of professional academic societies, and by the encouragement and support we provide to faculty as they seek funding from external sources.  Each of these is discussed in more detail below.
The Mentoring Program at Lawrence
Begun in Fall 1999 by then Dean of the Faculty Brian Rosenberg, the mentoring program at Lawrence matches new tenure-track faculty with mentors from the tenured ranks.  The purpose of the mentoring program is to provide support that will foster new faculty growth and development as a teachers, scholars, and colleagues.

A notable feature of the mentoring program for tenure-track faculty is that mentors are chosen from outside a new faculty member’s home academic department.  In the Provost and Dean of the Faculty office, we believe that while mentoring will occur naturally within one’s department, there are distinct advantages to having an additional mentoring relationship with faculty in the larger community.  First and foremost, having a mentor from outside one’s own academic department helps to reduce the potential for confusion between a supportive, mentoring, role and any kind of evaluative role played by a department Chair or colleague.  In addition, when new faculty have a source of information and support from beyond their disciplines, they can be assured that some diversity of opinion and breadth of experience will be brought to bear on issues as they arise.  They can also be confident that any concerns they may have will be addressed from a position and perspective that is essentially free from any potential departmental disagreements.  
The formal mentoring commitment is for the first two-years of a new tenure-track faculty career, but the mentoring relationship certainly does not have to end at that time.  In taking on duties as a mentor, faculty agree to do the following:  meet with a designated new faculty member several times a term to discuss his or her adjustment to Lawrence; observe classes taught by that new faculty member and to allow the new faculty member to observe his or her classes; and serve as a source of information and advice for that new faculty member throughout the year.  

The mentoring program for tenure-track faculty includes one formally scheduled feature, dinner meetings that are scheduled for the 4th or 5th Wednesday of each term.  Topics of shared institutional and individual concern (ex. adjusting to life at Lawrence, the reappointment and tenure process) are discussed openly and candidly at these dinners.  The dinners also help faculty share a developing sense of community that crosses disciplinary boundaries and levels of faculty rank and experience.

Based on feedback from new faculty and mentors, the program has many successful features.  These include furnishing new faculty with tangible institutional support and a general sense that the college is concerned with and dedicated to their professional development and success.  Another notable benefit is the program’s flexibility, which allows mentoring relationships to evolve naturally, rather than requiring them to conform to a systematically structured program.  

Networking on Campus
Use the small size of the college to your advantage.  Get to know people in other disciplines; you may be surprised at the interests you share or what you can learn from colleagues in unrelated fields.  Take advantage of some of the networks already in place at Lawrence.

Freshman Studies.  Our premier program isn’t only a boon for entering freshman; it also provides a forum for faculty all across the institution.  The September symposia, the FS luncheons, and casual discussions all provide moral and pedagogical support and promote collegial interaction.  You will find that even veterans of Freshman Studies look forward to participating in the events that enhance this program.

Interdisciplinary Programs.  Programs such as Biomedical Ethics, Cognitive Science, Environmental Studies, Ethnic Studies, Gender Studies, International Studies, Linguistics, and Neuroscience draw faculty from various departments into cross-disciplinary discussions.  If you are interested in discovering more about a program, get in touch with the program director.

Arts Colloquium, Main Hall Forum, Science Forum, Panels, Conservatory Concerts.  Many venues exist in which to present research, talk about work in progress, perform with colleagues, or even just weigh in on issues of interest.  A forum presentation is a great way to let people know about your research or go through a dry run of a professional presentation.  

Informal Groups.  Reading groups, brown bag sessions, even sports teams spring up spontaneously, some organized around established groups (e.g., FS reading groups or Gender Studies brown bag sessions) and some spawned by particular needs or interests (e.g., dissertating colleagues, team teachers, or first-year friends).  Keep an ear to the ground!

Rec Center and Sports Partners.  The Buchanan-Kiewit Center offers a variety of organized physical activities open to faculty, staff, and students alike.  Check the reception desk lists at the beginning of each term; you can sign up for Latin dancing, martial arts, or aerobics.  If you prefer working out on your own time, try out the Olympic pool, the weight room, or the indoor track.
Campus Culture.  Tap into the culture offered on our own campus. Explore the Lawrence University Calendar for a variety of options.  We benefit from quality theater performances, art exhibits, and community events such as Kwanzaa, International Cabaret, and Octoberfest.  You may want to attend a sports match and cheer your students on!  And of course there is not shortage of musical performances.  If you like music, subscribe to a performance series through the Lawrence University Box Office or catch any number of faculty concerts or student recitals (see the LU Calendar for these events). 

Faculty Meetings.  Aside from being a faculty duty, attending faculty meetings can give you great insights into the workings of the institution.  You may be surprised by what becomes a ‘hot button issue’; observe and ask questions of your more seasoned colleagues.”
Networking off Campus
An important source for professional connections can be found in the colleges and universities that are relatively close neighbors of Lawrence.  As many of your more senior colleagues can attest, forming collaborations with specialist peers at other institutions can be inspiring and productive.  Though some of these schools have missions, histories, and student and faculty profiles that make workaday life very different from Lawrence’s, you may nonetheless find in them a colleague or two with a shared scholarly, creative, or instructional interest.  Collaborations such as these will not necessarily occur spontaneously, however, so you will need to look for opportunities for connection and interaction. Do not hesitate to pick up the phone, or dash off an email, if you see that a colleague at another school is involved in something that you also find of interest or if you would like to invite such a colleague to participate in a project of your own.

Nearby institutions within accessible daily range of Lawrence:

Ripon College.  A liberal arts college and member of the ACM, Ripon enrolls close to 1,000 students and is a little less than an hour south and west of Appleton by car.

St. Norbert College.  A “Catholic liberal arts college in the Norbertine tradition,” St. Norbert enrolls more than 2,000 students and is located in De Pere (south of Green Bay), just under 30 minutes to the north of Appleton.

University of Wisconsin – Oshkosh.  A large regional university in the Wisconsin system, Oshkosh enrolls nearly 13.000 students.  UW-Oshkosh has some graduate programs leading to the master’s degree, in Biology/Microbiology, Business Administration, Education, English, Nursing, Physics, Psychology, and Social Work, and enrolls about 1,500 graduate students.  The campus is located almost due south of Appleton.  You can be there by car in under 30 minutes.

University of Wisconsin – Green Bay.  Smaller than UW-Oshkosh, UWGB enrolls 6,300 students and is also a part of the university of Wisconsin system.  Located about 40 minutes north of Appleton, on the northeastern edge of the city of Green Bay, the university houses the Weidner Center (for performing arts) and the Resch Center (athletics facilities that are also used for concerts in the off-season).  

Nearby institutions somewhat further afield:

Beloit College.  A liberal arts college and member of the ACM, Beloit enrolls nearly 1,200 students.  Billing itself as “Wisconsin’s oldest college” (though it beats Lawrence to that claim by barely a year), Beloit is approximately one hour south of Madison, on the border with Illinois.  Enthusiastic drivers can make it there in around 3 hours.

Marquette University.  “Committed to educational excellence in the Jesuit tradition,” Marquette enrolls 11,000 students; of these, 7,500 are undergraduates.  Others attend the dental, law, or graduate schools.  Marquette is located in the city of Milwaukee proper, two hours south and east of Appleton.

University of Wisconsin – Madison.  “The flagship of the University of Wisconsin system,” Madison is a nationally ranked research institution.  It enrolls 41,500 students; of these more than 28,000 are undergraduates.  Located in downtown Madison, the main campus covers over 900 acres.  The proximity of the Union, the State Historical Society, and Memorial Library to Lake Mendota, State Street, and the Capitol make a visit for professional and personal purposes well worth the trip.  You can cover the 100 + miles in an easy two hours by car.  Buses for Madison also leave downtown Appleton daily, though they take a more leisurely pace and route.

University of Wisconsin – Milwaukee.  With 81 undergraduate, 48 master’s, and 18 doctoral degree programs, Milwaukee enrolls more than 25,000 students.  The university is located in a nice residential neighborhood, two hours south and east of Appleton. 

The Associated Colleges of the Midwest (ACM

Like many other liberal arts colleges across the United States, Lawrence is a member of a consortium of similar colleges.  Referred to simply as “the ACM,” the Associated Colleges of the Midwest provide a great variety of off-campus and international programs for students and also offer a number of opportunities for faculty development including grants and workshops.  Please visit the ACM website to find specific opportunities.

Overview

“The member institutions of the Associated Colleges of the Midwest (ACM) are 14 academically excellent, independent liberal arts colleges located in Illinois, Iowa, Minnesota, Wisconsin, and Colorado.  They are among the oldest, most prestigious undergraduate institutions in the region and each has a distinctive identity and set of traditions.  At the same time, the ACM colleges share many characteristics, especially a fundamental commitment to the liberal arts as the best preparation for life, employment, and contributing to society.”

History of the ACM

“Founded in 1958, ACM is one of the few consortia of colleges in the United States devoted primarily to academic concerns.  ACM grew out of a series of meetings held by the presidents of ten colleges, all members of the Midwest Athletic Conference.  The consortium brought in Colorado and Macalester Colleges in 1969, Lake Forest College in 1975, and the Luther College in 2008.”

Purpose

“The chief purpose of ACM has always been to enrich the curricula of its member colleges in ways they could not accomplish alone.”

Staff

Chris Welna, President (cwelna@acm.edu)

John Ottenhoff, Vice President (jottenhoff@acm.edu)
Sally Noble, Executive Director, Chicago Programs (snoble@acm.edu)

Carol Dickerman, Director of International Study Programs (cdickerman@acm.edu)
Betsy Hutula, Coordinator of Projects and Administration (ehutula@acm.edu)
14 Member Colleges TC "14 Member Colleges" \f C \l "2" :

1. Beloit College, Beloit, WI

2. Carleton College, Northfield, MN

3. Coe College, Cedar Rapids, IA

4. Colorado College, Colorado Springs, CO

5. Cornell College, Mt. Vernon, IA

6. Grinnell College, Grinnell, IA

7. Knox College, Galesburg, IL

8. Lake Forest College, Lake Forest, IL

9. Lawrence University, Appleton, WI
10. Luther College, Decorah, IA
11. Macalester College, St. Paul, MN

12. Monmouth College, Monmouth, IL

13. Ripon College, Ripon, WI

14. St. Olaf College, Northfield, MN
Regional and National Connections:  Professional Societies and Conferences
If you have not done so already, it will be important for you to establish yourself as a member of one or more of the various professional societies serving your discipline.  Publications from these societies serve as a vital source for information, such as the following:  Calls for Papers for conferences and symposia; Requests for Proposals from private and governmental granting agencies; announcements of professional competitions of varying kinds; and updates on current developments and trends in your professional field, among other things.  Keep your eyes open for announcements of regional and national meetings of professional academic societies. Events such as these offer you the occasion for interacting with a broad selection of colleagues; making new connections or reinforcing those you already have; remaining in step with the accomplishments of your peers; and presenting the results of your research/creative activity.  All of this is critical to your professional development, now and throughout your career.

Writing Grants to External Agencies
If you are a faculty member in the sciences, it is very likely that you are already familiar with the important role of this sort of connections (ex. funding for instrumentation, field work, summer assistants). However, even in fields where this connection is not always readily apparent, it is nonetheless worth emphasizing the value of finding funding for your projects.  With the intensity of the teaching at Lawrence, periods of sustained and exclusive attention to research/creative activity will rarely occur outside of the summer months.  Travel during these months – to visit libraries and archives here and abroad; to consult with colleagues from other universities; and to attend professional meetings – can lead you to places where important professional connections are made, but the cost of such traveling can amount to a considerable expense.  Many governmental agencies, some private foundations and corporations, and a selection of centers associated with large research universities have programs that cover travel and provide a stipend for such summer work.  To discover these opportunities, start by consulting the publications of your professional societies.  On campus, you should not hesitate to seek assistance and advice from the Associate Dean of the Faculty (Nancy Wall) and from the Director and Associate Director of Corporate and Foundation Relations (Jenna Stone and Jessica McKenzie, respectively).  Further information and links to the Faculty Grants Handbook and the Faculty Grants Newsletter can be found on the Provost and Dean of the Faculty web page.

A Brief Overview of Expectations
Tenure-track faculty at Lawrence are expected to exhibit excellence in three areas, teaching, scholarship/creative activity, and community service.  

Teaching at Lawrence will operate according to a model that is fundamentally different from the one that many scholars, artists and performers have internalized, consciously or not, from their graduate studies.  What this means in terms of faculty development is that teaching and learning are central to the environment of a liberal arts college in general, and Lawrence in particular.  Our university is relatively small, and the effects of this size are frequently cited in connection to classroom teaching.  A favorable student-faculty ratio, personalized instruction, a student-centered classroom environment, and individual attention are all among the hallmarks of the liberal arts experience for students.  Each of these requires serious and sustained engagement in teaching on the part of the faculty.  Achieving excellence in teaching is of paramount importance at Lawrence.

Being a scholar, artist, or performer at Lawrence is also important, but again, it will not closely resemble your graduate school days.  A notable distinction between Lawrence and graduate school will be evident in the array of specialties of your departmental colleagues.  You will likely find that, as a specialist in a particular area, you are alone in your department; the cadre of specialist peers from graduate school is frequently not available at Lawrence.  For some, this may create a sense of intellectual isolation, but that need not be the case.  There are many ways of connecting to your colleagues at Lawrence and at other colleges, and there are many opportunities for continuing the kind of research, scholarship, and creative activities that you had begun previously, though doing so will take some time, planning, and effort on your part.  Making such connections will be discussed in more detail below.  For now, suffice it to say that the importance of these connections to your professional development as a scholar, artist or performer cannot be emphasized enough.  Indeed, it would be unusual for a faculty member to be successful and productive without them.  Your success is one of our shared goals and, to be successful, productivity and achievement as a scholar, artist, or performer are required.  Though you are now in a liberal arts environment, there remains a relatively high expectation placed on the quality of your scholarly or creative work even as the expectation for quantity is lowered by comparison with major research institutions.  

Community service is most likely the aspect of this job with which you will have little familiarity.  Community service encompasses a broad range of activities that support Lawrence as a community of learners.  Examples of community service include, but are not limited to, serving on faculty committees (both standing and ad hoc), contributing to interdisciplinary programs, participating in Admissions activities such as student visit days, or serving as an advisor to or participating in campus organization.  We expect all faculty to be engaged with the Lawrence community but for some it can be easy to become too involved so be wary of over committing yourself to community service activities.
Preparing for Reappointment

If you were to consult a representative sample of faculty who have had successful reappointment and tenure reviews, it is probable that a good number of them would describe something that might be called affectionately “the scramble.”  In its rough features, the scramble illustrates the agony involved in a faculty member’s attempt to assemble relatively quickly materials documenting three or six years of teaching, scholarly/creative work, and service into a coherent and complete set of documents.  The scramble is never well timed and it is always inherently stressful.  

So, do not scramble; start assembling documents now.  

Make files/folders (electronic, paper or both) for teaching, scholarly/creative work, and service.  As you go along deposit items into these folders that document your work in these areas.  Doing something as simple as placing an additional copy of each syllabus you create in your teaching folder would be an important first step.  You may want to add other course materials to it.  As you present papers at conferences, assemble the final text and a copy of the conference program and store them in your scholarly/creative work folder with others from other years.  The same goes for abstracts and posters.  Put copies of book reviews, articles, and books together in the same place (or in relative proximity).  Keep a running list of all community service activities and any thank you letters you receive for that work in your service folder.  The ideal outcome of such preparatory work would be the elimination, or near elimination, of the scramble.  To facilitate that outcome, the Provost and Dean of the Faculty Office keeps faculty portfolios, which are described below and which you may maintain as the gathering spot for the kinds of documents mentioned above.
Faculty Portfolios
“Portfolios for all faculty members are kept on file in the office of the Dean of the Faculty.  These portfolios—separate from the confidential personnel file—are designed to help each faculty member monitor his or her professional progress and to facilitate the assembly of materials at the time of performance reviews.  They should include copies of the original letter of appointment (with salary information removed) and of any letters materially affecting the terms of appointment, reappointment reviews and responses to such reviews, annual reports, a current curriculum vitae, course syllabi, evidence of scholarly or artistic achievement (publications, manuscripts, recordings, grants, etc.), and other materials that would be relevant at the time of a review.  While some of these materials—such as appointment letters, reappointment reviews, and annual reports—will be added to the portfolio by the Provost and Dean of the Faculty as a matter of course, most will be added by the faculty member.  Ultimately it is the individual faculty member who is responsible for regularly updating and monitoring the materials in the portfolio.

All materials in the portfolio will be made available to the Committee on Tenure, Promotion, Reappointment, and Equal Employment Opportunity at the time of tenure, promotion, and reappointment reviews.” (Chapter III Faculty Handbook).
The Reappointment Review Process
You may be simply too busy to notice, but the process for the reappointment review gets under way as soon as you begin your appointment at Lawrence.  Your first official consultation with the Provost and Dean of the Faculty to discuss your performance occurs early in your second year.  By the winter of your third year, you need to have your scholarly/creative materials for outside review assembled and submitted.  By the end of the third year, the reappointment review will have come and gone.  

Below is a timeline for reappointment.  It charts important events, dates, and documents and also provides additional information on the process:
Fall of the Second Year
“All new faculty members will meet with the Provost and Dean of the Faculty at the beginning of their second year of service.  The faculty members’ annual reports and teaching evaluations will serve as the basis for discussion of their first-year performance.” (Chapter III Faculty Handbook).

Winter of the Third Year
“Near the start of the second term of the third year of service, the Provost and Dean of the Faculty will ask candidates for reappointment to submit materials necessary for the review.  All materials to be sent to the outside reviewer must be submitted by February 1; all other materials must be submitted by March 15.” (Chapter III Faculty Handbook)

Spring of the Third Year
“The Provost and Dean of the Faculty and the Committee on Tenure, Promotion, Reappointment, and Equal Employment Opportunity conduct formal reviews for reappointment during the third term of the third year of an initial four-year appointment. If the candidate for reappointment is a member of the Faculty of the Conservatory of Music, the Committee may also consult the Dean of the Conservatory. Such reviews are based on the same categories of evaluation as are used in the tenure review—teaching, scholarly or creative achievement, and community service—with expectations adjusted to reflect the shorter period of employment.” (Chapter III Faculty Handbook).
Reappointment Materials
“Materials collected during the review include a survey of student opinion of teaching, comments by departmental colleagues and other faculty members who have worked with the candidate or who have firsthand evidence of the candidate’s performance, and at least one outside review of scholarly or creative work (materials are solicited according to the procedures outlined for the tenure review, page III.8).” (Chapter III Faculty Handbook).
It bears pointing out that the teaching portion of the reappointment review is not in fact based on the results of the course evaluations that you have administered at the end of every term of instruction.  Rather, it is based on student surveys and on comments submitted in writing by your Lawrence faculty colleagues.  Student and colleague opinions alike are officially solicited by the Committee on Tenure, Promotion, Reappointment, and Equal Employment Opportunity.  
Expectations for Reappointment
“A high level of competence and indications of strong promise as a teacher, clear interest in and work on a scholarly or creative agenda, and the assumption of some responsibilities within the larger University community are the focus of the review. Of these, a high level of competence in teaching is the most important.” (Chapter III Faculty Handbook).

The Reappointment Decision
The Committee on Tenure, Promotion, Reappointment, and Equal Employment Opportunity

“Tenure reviews are conducted by the Committee on Tenure, Promotion, Reappointment, and Equal Employment Opportunity.  The Committee consists of five tenured members of the faculty—one each from the divisions of Fine Arts, Humanities, Social Sciences, and Sciences, plus one member selected at large—along with the Provost and Dean of the Faculty as an ex officio, non-voting member.  No faculty member from a department of which a member is under review for tenure may serve on the Committee.  Committee members are selected by the President from a slate of candidates (at least two proposed, whenever possible, for each position) prepared by the tenured members of the Faculty Committee on University Governance on behalf of the Faculty.  The Committee on Tenure, Promotion, Reappointment, and Equal Employment Opportunity then elects its own chair and works independently to review the performance of each candidate for tenure.  The President or a delegate may confer with the Committee during the normal course of its business.” (Chapter III Faculty Handbook)

“The Provost and Dean of the Faculty and the Committee on Tenure, Promotion, Reappointment, and Equal Employment Opportunity consider the materials gathered in the review.  The Committee makes a recommendation on each candidate, which the Provost and Dean of the Faculty conveys with his or her own recommendation to the President, who decides whether to recommend Reappointment to the Board of Trustees.  Failure to receive reappointment means that the subsequent year is the terminal year.

Faculty members who are reviewed for reappointment are notified in writing by the Dean of the Faculty of the results of the review.  For each faculty member who is reappointed, the written notice will include information on the timing of the tenure review” (Chapter III Faculty Handbook)

Making Balance a Developmental Priority

As you know by now, there are three basic and essential components of any faculty member’s professional profile:  teaching, scholarship/creative activity, and service.  In some form or fashion, success in your career will depend on your ability to achieve an appropriate balance of these three.  On any given day, in any given year, this kind of balance may indeed be elusive.  This, of course, is normal, understandable, and probably predictable.  What matters most, however, is that you recognize the necessity of presenting a balanced profile over time, and that this balance be expressed in your portfolio at critically important moments, such as the reappointment and tenure reviews.

Given the nature of a liberal arts college, and the emphasis placed at Lawrence on excellence in teaching, it is to be expected that the developmental focus of your initial years at the college will be on your progress and success in the classroom and the studio.  For this reason, early on in your career, the balance of your professional profile will be, almost inevitably, out of kilter, with little (or even no) weight coming from scholarship and service.  

In the second year, you will become an academic advisor and will be eligible for service on committees of the faculty.  These new responsibilities will bring you closer to balance, but as they do so they will also place additional demands on your time and create new developmental challenges, a result that may lead you to feel even less well balanced than before.  Some tips on managing your time, and a list of available campus resources, are presented more thoroughly in following sections.  For now, it is worth emphasizing that, in responding to requests for service, you must be careful to weigh your options and your priorities.  Good service is in fact required.  However, in order to provide such service, you will need to inform yourself well and make your best judgment of how your talent and interests might most productively suit departmental and institutional needs without unduly affecting your ability to devote time to other essential aspects of the profession, namely, teaching and scholarship/creative activity.

Of the three components of the faculty profile, teaching and service responsibilities are to a great extent inevitable and, one could argue, institutionally imposed.  You will always have classes to teach; you cannot avoid participation in departmental and faculty governance.  They are and will be, now and in the future, a part of the daily ration of your professional life and, like all good and committed teachers, you will be drawn almost ineluctably to them and driven to succeed.  A full measure of success in teaching and service is obviously necessary; but success overall simply cannot be achieved without the appropriate measure of scholarly/creative accomplishments.  

Unlike teaching and service, work on your scholarship and creative activity does get imposed as part of the daily events during the academic year.  Because the cycle of the academic year inevitably imposes teaching and service as immediate priorities, scholarly/creative work could suffer for space on your agenda, but only if you let that happen.  In this regard, it is vital that you bear in mind that scholarship/creative activity must have a place on your calendar and that you alone are responsible for taking the initiative to create that place.  Be assured that the college will provide you with support, in the form of research or travel funds and pre-tenure sabbatical, but you will need to carve out the time necessary for appropriate achievement as a scholar, performer, or artist on your own.  It is fair to say that scholarly/creative achievements do not materialize quickly or predictably (sometimes an accepted publication can take 2-3 years to go from your hands, to the report of the external reviewer, to revisions requested by the editor, to copy editing, and finally to print), so setting goals, making plans, and managing your tasks are of utmost importance.  Waiting on a pre-tenure sabbatical to think about scholarship/creative activity is not recommended.  Many faculty report that summers provide the best occasion for uninterrupted attention to scholarly/creative activities.  Planning to use your summer time wisely, beginning with the conclusion of your first year, is very much advised.
Preparing for tenure

To prepare well for tenure, you must establish your developmental priorities early, revisit them frequently, and revise them when necessary.  As was emphasized above, your overall objective should be a balance of the appropriate levels of achievement and success in teaching, scholarship/creative activity, and service.  
Responding to the Reappointment Review
The reappointment review, conducted in the Spring of your third year, provides the first formal checkpoint on your progress to tenure at Lawrence.  Be assured that the review will be thorough and candid, and it will indicate your strengths as well as your weaknesses.  Looking at these strengths and weaknesses, you will have the opportunity to evaluate and/or change your developmental priorities.  Take this opportunity seriously.  Even if things are going well overall, you will need to remain diligent and stick to the course.  If strengths in one area are countered by weaknesses in another, you will have both the time and the occasion to shift your focus and redirect your efforts and energy.  One term of pre-tenure sabbatical, following the successful reappointment review, will allow you to devote uninterrupted time and attention to strengthening your developmental profile.  

Pre-tenure sabbatical

“Assistant professors who have successfully been reviewed for reappointment to a second contract but have not yet been reviewed for promotion to associate professor with tenure may apply for one term of sabbatical leave to be taken before the year of the tenure review.  Sabbatical leaves for assistant professors will not delay the tenure review, nor will they affect eligibility for sabbatical leave as tenured faculty members.  Applications for pre-tenure sabbaticals must be submitted no later than the end of the first week of the Winter Term of the academic year preceding that in which the leave is to be taken” (Chapter V Faculty Handbook).

“The Lawrence University plan for sabbatical leaves is designed to encourage and support the scholarly, artistic, and pedagogical development of faculty members by providing them unencumbered time for scholarly study, research, writing, and artistic endeavor.  While sabbatical leaves are normally accorded members of the faculty who apply, they are not automatic” (Chapter V Faculty Handbook).
The Tenure Review Process
“Lawrence’s policy on tenure applies only to tenurable appointments to the Faculty, and the timing of the tenure review and decision is spelled out for each faculty member in the appointment letter.  Faculty normally are reviewed for tenure in their sixth year of full-time service at Lawrence.  The review may occur later if a candidate has taken medical or family leave, in accordance with University policy and upon the request of the candidate.  The review may also be postponed if a candidate has taken leave of another form if the candidate requested postponement of the tenure review as part of his or her application for leave and the postponement was approved by the Provost and Dean of the Faculty at the time the application for leave was approved.  Any such postponement must be specified in writing.
When a faculty member has had a prior, full-time appointment at another college or university, the tenure review may occur earlier than the sixth year of service at Lawrence. Any agreement for an accelerated calendar for tenure review will be stated in the initial letter of appointment.  Normally, faculty on an accelerated calendar will have an initial appointment of four years, with a reappointment review in the third year and the option of standing for tenure in either the fourth or fifth year, contingent on a successful reappointment review.  The accelerated calendar may be changed by agreement of the faculty member, the Provost and Dean of the Faculty, and the President.  Any such change must be specified in writing.

A faculty member may only stand for tenure at Lawrence University once.  A faculty member who declines to stand for tenure at the appointed time will be deemed to have resigned, effective at the end of that academic year.  If tenure is denied, a faculty member’s employment will terminate at the end of the academic year following the year in which the tenure decision was made.” (Chapter III Faculty Handbook).

Below is a timeline for tenure.  It is based on a standard appointment and charts important events, dates, and documents and also provides additional information on the process:

Winter of the Fifth Year
“By the end of February each year, the Provost and Dean of the Faculty seeks from each faculty member eligible for tenure review at the beginning of the next academic year a written declaration of intent to stand for tenure.  Once notified of a faculty member’s intention to stand for tenure, the Dean then provides the candidate with a description of the materials to be assembled for the review and specifies a deadline for the submission of those materials to the Committee.  In addition, the Committee on Tenure, Promotion, Reappointment, and Equal Employment Opportunity will hold shortly thereafter an informational meeting for all faculty members scheduled for a tenure review during the following fall, their department chairs, and other interested faculty.” (Chapter III Faculty Handbook).

“Normally, each candidate will submit by March 31, a current curriculum vitae and a brief statement describing his or her area of scholarly or artistic interest in sufficient detail to allow the Committee to identify appropriate outside reviewers.” (Chapter III Faculty Handbook) 

Spring of the Fifth Year
“Normally, each candidate will submit by June 1, copies of scholarly or artistic work and other materials that may be examined by outside reviewers, a statement of professional scholarly or artistic interests and plans, and any other materials that may be useful to outside reviewers.” (Chapter III Faculty Handbook)

Summer Between Fifth and Sixth Years
“The remaining materials for the tenure review are normally due by September 1.  The candidate is strongly encouraged to invite Lawrence faculty colleagues to review his or her tenure materials before submission to ensure that the materials present as clear and compelling a case as possible.” (Chapter III Faculty Handbook)

Winter of the Sixth Year
“The Committee prepares a written report on each tenure candidate for submission to the President by the end of the third week of the second term of the academic year.” (Chapter III Faculty Handbook).

“On receipt of the report, the President promptly transmits a copy to the candidate and meets with the Committee, the Provost and Dean of the Faculty, and, when appropriate, the Dean of the Conservatory, to discuss the Committee’s recommendations.

Candidates wishing to respond in writing to the Committee’s report must do so to the President within two weeks of receiving the report.  A response from the candidate is not required.  The President may, if appropriate, share this response and other new materials or information with the Committee.

The President’s final recommendation on tenure shall be communicated in writing to the candidate, and copied to the department chair and the chair of the Tenure Committee, no later than four weeks after the candidate’s reception of the Committee’s report.” (Chapter III Faculty Handbook).

“Candidates have two weeks after receipt of the President’s written decision to notify the President in writing of their intention to appeal the decision, and one calendar month after sending such notification to send a written appeal, including a full explanation of the basis for the appeal, to the President.” (Chapter III Faculty Handbook).

Spring of the Sixth Year
Recommendations on Tenure/Promotion are submitted for Trustee approval.

Tenure Materials
“As part of its review, the Committee solicits, in memoranda made available to the candidate, written statements about each candidate from members of the Lawrence faculty.  When appropriate, it may solicit statements from former members of the Lawrence faculty who worked with the candidate in a department or whose teaching areas or professional interests are closely aligned with the candidate’s.  If the candidate for tenure is a member of the Faculty of the Conservatory of Music, the Committee may also consult the Dean of the Conservatory.  The Committee normally does not further query individual faculty members about their statements, but it may request in writing additional written information from faculty whose statements raise questions that are material to the tenure review.

The Committee on Tenure, Promotion, Reappointment, and Equal Employment Opportunity evaluates each candidate’s achievements and potential as a teacher, as a scholar or artist, and as a member of the Lawrence community.  Insofar as possible, the Committee attempts to correlate the information in its various sources in order to identify patterns or tendencies in a candidate’s performance.  For each of the three categories, its members rely on their experience and sense of propriety to weigh the information and to evaluate a candidate’s performance in accordance with the expectations and procedural guidelines described below.  The Committee may examine relevant portions of the candidate’s letter of appointment and of letters materially affecting the terms of appointment, the Dean’s report on the reappointment review, any reply by the candidate to that report, and other material in the faculty portfolio to help it assess the candidate’s progress and achievements.  The Committee may also communicate directly with a candidate for the purposes of clarifying the candidate’s record or informing the candidate of the progress of the review.  Other contacts shall be limited to conversations at which the candidate, the Provost and Dean of the Faculty, and the Chair of the Committee shall all be present.” (Chapter III Faculty Handbook).

Teaching

“In its evaluation of a candidate’s teaching, the Committee draws insofar as possible from information such as the following:

1.
Statements from faculty members who have observed a candidate’s teaching in, for example, team-taught courses, rehearsals, seminars, interdepartmental programs, and lectures or who have first-hand knowledge about the quality of a candidate’s advising.

2.
Statements from faculty members who have frequent and formal contact with the candidate’s students; members of the candidate’s department; and, perhaps, others whose teaching or scholarly endeavors are closely aligned with the candidate’s.

3.
A self-evaluation that is the candidate’s written assessment of his or her experiences and aims as a teacher at Lawrence.  The self-evaluation should describe how the candidate has grown as a teacher during his or her time at Lawrence, and how he or she expects to develop in the future.  The self-evaluation should address how the candidate has built upon perceived strengths and worked to overcome perceived weaknesses.  The self-evaluation should include a statement of the candidate’s pedagogical aims and methods and how they fit within the educational mission of Lawrence University and the broader mission of liberal education as a whole.
4.
A copy of letters written by the President or a delegate, usually the Provost and Dean of the Faculty, informing the candidate of the results of any formal reviews of the candidate’s teaching prior to the tenure review and, in cases where a candidate has replied, a copy of those replies.

5.
The results of the “Survey of Student Opinion of Teaching.”  Early in its proceedings, the Committee sends to all of a candidate’s previous Lawrence students for whom it can secure current postal addresses a questionnaire which invites them to provide written statements on the candidate’s strengths and weaknesses as a teacher and to provide numerical ratings in response to a few specific questions about the candidate’s teaching.” (Chapter III Faculty Handbook).

Scholarship/Creative Achievement

“To aid the Committee in its evaluation of the candidate’s scholarly or creative activities and promise of future contributions, the candidate provides evidence of professional achievements such as books, editions, articles, original computer software, papers read at professional meetings, formal lectures delivered at Lawrence or other institutions, and manuscripts or artistic works in progress.  For candidates in such areas as theater, music, and studio art, evidence of professional achievement should be as close as possible to the original work or live performance. Because the focus of evaluation is scholarly or creative achievement performed in the context of the facilities, resources, and time available to a Lawrence faculty member, the Committee normally places the greatest weight on scholarly or creative work completed after a candidate’s employment at Lawrence University.
In its evaluation of scholarly or creative achievements, the Committee may draw on information such as the following:

1.
Statements from members of the faculty who have direct information about the extent to which the candidate satisfies the general expectations for tenure—such as the candidate’s commitment to scholarly or creative achievement or integrity in the pursuit of such achievements.

2.
Statements from faculty members who have read the candidate’s scholarly, or creative work or in other ways evaluated the creative work, and whose professional credentials qualify them to write critically about it.  Normally, a candidate’s departmental colleagues and others whose professional interests are similar to the candidate’s evaluate the work, which the candidate is to make available to them.

3.
A curriculum vitae that lists the candidate’s scholarly or creative achievements, including the following: reviews of and notices of the candidate’s works or performances, prizes and fellowships awarded in recognition of professional accomplishments, and journals and presses for which the candidate has refereed scholarly or creative works and a list of the subjects of those works.

4.
A self-evaluation—a statement by the candidate describing his or her professional interests and scholarly or artistic agenda. The self-evaluation should describe any scholarly or creative work completed prior to the candidate’s employment at Lawrence as context for work the candidate has undertaken during his or her time at Lawrence, and how he or she expects to expand upon or develop their scholarly or creative work in the future. It is important that candidates demonstrate not only significant development as scholars or creative artists, but also strong evidence that they can be expected to continue an active program of scholarship or creative work in the future. The self-evaluation should include a statement of how the candidate’s scholarly and creative work fits within the educational mission of Lawrence University and the broader mission of liberal education as a whole.
5.
A copy of letters written by the President or a delegate, usually the Provost and Dean of the Faculty, informing the candidate of the results of any formal reviews of the candidate’s professional achievements prior to the tenure review, and in cases where the candidate has replied, a copy of those replies.

6.
The written assessments of the candidate’s scholarly and creative achievement and promise obtained from outside reviewers in the candidate’s profession.” (Chapter III Faculty Handbook).

Service

“In its evaluation of a candidate’s service, the Committee draws insofar as possible on information such as the following:

1.
Statements from members of the faculty who have direct information about the substance and spirit of the candidate’s service to the various programs and offices of the University.

2.
Statements from faculty who are qualified to evaluate the way that the candidate meets current and future departmental needs and those of related or interdisciplinary programs.

3.
The record of the candidate’s service related activities and interests as detailed, for the most part, in the candidate’s curriculum vitae.

4.
A self-evaluation that is the candidate’s written assessment of past service and of plans for future service to the Lawrence community.  The self-evaluation should not be simply a list of service activities, but rather describe how the candidate’s service fits within his or her professional life as well as how it serves the educational mission of Lawrence University and the broader mission of liberal education as a whole.
5.
A copy of letters written by the President or a delegate, usually the Provost and Dean of the Faculty, informing the candidate of the results of any formal reviews of the candidate’s service to the Lawrence community prior to the tenure review and, in cases where the candidate has replied, a copy of those replies. 

6.
When appropriate, statements from people outside the University familiar with the candidate’s activities.” (Chapter III Faculty Handbook)

Expectations for Tenure
Teaching

“First and foremost, Lawrence expects from its faculty excellence in teaching, and the tenure process reflects this priority.  By the time of the tenure review, Lawrence faculty members are expected to demonstrate a sound knowledge of the discipline in which they teach, the ability to convey to students the subject matter of courses in an interesting and appropriate manner, and the ability and willingness to teach effectively courses at various levels.  By this time faculty members are also expected to have become proficient in developing written assignments, examinations, laboratories, exercises, and other materials appropriate to each course and, further, to have demonstrated both effectiveness and high standards in the evaluation of students’ work.  By this time they are also expected to have proven their accessibility to students and proficiency as advisors.  Participation in Freshman Studies is expected of candidates for tenure unless the Provost and Dean of the Faculty has granted a specific exception to this expectation.” (Chapter III Faculty Handbook).

Scholarship/Creative Achievement

“The University considers scholarship and creative achievements to be of value in their own rights.  Such achievements are not only measures of a faculty member’s continuing involvement in a field of study or performance, but also sources of curricular strength and renewal for the institution.  In recognition of the broad range of professional activities in which faculty members may appropriately engage, the University considers as scholarly or creative work such artistic endeavors as a musician’s performances or a curator’s exhibitions, and such materials as articles, essays and monographs, original computer software, paintings, sculptures, interpretive anthologies and textbooks, films and videos, and developed and developing manuscripts and compositions.  Although the focus of each faculty member’s intellectual and artistic pursuits may be unique, the expectation that every Lawrence faculty member will maintain such pursuits is uniform.

By the time of the tenure review, a candidate is expected to have demonstrated a serious, ongoing, and documentable commitment to scholarly or creative achievement, past achievements that are above average by the standards of the discipline and that give long-term promise of significant future achievements, and integrity in the pursuit of such achievements. More specifically, by the time of the tenure review, a candidate should have established an area or areas of scholarship or creative activity compatible with the facilities, resources, and time available to members of the Lawrence faculty and should have produced results beyond the doctoral dissertation or its artistic equivalent--results that can be submitted for outside review.  In most cases these results take the form of scholarly publications or recognized artistic works (or reproductions thereof in some instances of artistic work); but at the very least, tangible evidence of ongoing scholarly or creative activity, such as manuscripts or artistic works in progress, is a prerequisite for tenure.  Candidates may submit scholarly or creative work, whether completed before or after their arrival at Lawrence University, but the Committee will normally place particular weight on work completed after the candidate's employment at Lawrence University. Thus an unpublished and largely unrevised doctoral dissertation or its artistic equivalent, which does not constitute tangible evidence of ongoing scholarly or creative activity conducted while at Lawrence, is not normally included in the tenure review. But a revised dissertation submitted or accepted for publication while at Lawrence qualifies as work “beyond the doctoral dissertation” and may be included in the review.  Even so, candidates are not prevented from submitting scholarly or creative work that was completed prior to their arrival at Lawrence, and in some cases may find it appropriate to do so if, for example, such work provides a larger context in which work completed at Lawrence might be evaluated.

The University sets no rigid quantitative requirements for scholarly or creative achievements by a candidate for tenure.  The University recognizes that in some disciplines the norm for professional achievement may be a series of articles, some rather short, on related topics, while in other disciplines the norm may stress one or a few large works, perhaps a book or a lengthy musical composition.  Just as scholarly or creative norms may vary from one to another discipline, so too may facilities, resources, and time vary among faculty.  Nonetheless, the University expects from all its faculty at the time of the tenure review a documentable commitment to scholarly or creative achievements in the future and tangible evidence of past achievements.” (Chapter III Faculty Handbook).

Service

“For the University to prosper as a community of scholars and artists, it must rely upon faculty members for contributions to the life of the University beyond their individual courses and scholarly or artistic endeavors.  Such service is rendered in part to a faculty member’s own academic department in contributions to curricular stability and change, in discourse on matters of common professional interest, and in the helpful discharge of routine departmental business.  Within the University as a whole, a candidate provides service when participating in interdisciplinary programs, sharing professional interests with members of the community, effectively fulfilling routine or special committee assignments, and ably performing other responsibilities, both routine and unusual, to the many programs and offices of the University.

The notion of service extends also to the broader professional community to which a faculty member belongs.  This category of service includes the organization of conferences, clinics, seminars, exhibitions, and workshops; leadership in professional organizations; professional competitions for which the candidate has served as judge or juror; and professional assistance to corporations, nonprofit institutions, and governmental agencies.  Service to the Lawrence community, in short, extends to all constituencies that Lawrence serves through its many programs as well as to all professionally related activities that reflect credit on the University. 

Although service rendered to the Lawrence community will vary in kind and emphasis for each faculty member, a faculty member at the time of the tenure review is expected to have a record of service—both in substance and in spirit—that gives every reasonable indication of future beneficial service.  In all cases, the University expects members of its faculty to exercise integrity in their service to the community and to demonstrate a commitment to reasoned discourse, which is necessary for fruitful exchanges among colleagues and between teachers and students.” (Chapter III Faculty Handbook).
The Tenure Decision
“Tenure reviews are conducted by the Committee on Tenure, Promotion, Reappointment, and Equal Employment Opportunity.  The Committee consists of five tenured members of the faculty—one each from the divisions of Fine Arts, Humanities, Social Sciences, and Sciences, plus one member selected at large—along with the Provost and Dean of the Faculty as an ex officio, non-voting member.  No faculty member from a department of which a member is under review for tenure may serve on the Committee.  Committee members are selected by the President from a slate of candidates (at least two proposed, whenever possible, for each position) prepared by the tenured members of the Faculty Committee on University Governance on behalf of the Faculty.  The Committee on Tenure, Promotion, Reappointment, and Equal Employment Opportunity then elects its own chair and works independently to review the performance of each candidate for tenure.  The President or a delegate may confer with the Committee during the normal course of its business.

The principal work of the Committee in evaluating candidates for tenure normally takes place during the first term of the academic year, and the Committee normally submits its final recommendations to the President no later than the end of the third week of the second academic term.  The Committee’s role, though central to the tenure review, is nonetheless advisory.  Final decisions are made by the President, subject to the approval of the Board of Trustees.” (Chapter III Faculty Handbook).

“On completion of its evaluation of each category of a candidate’s performance—teaching, scholarship or creative achievement, and service—the Committee rates each candidate in the following manner:

A. Teaching.  On the basis of the evidence before it, the Committee rates the candidate by a positive or negative response to the following question:  does the candidate’s teaching demonstrate a high level of competence and effectiveness, and does it indicate the capacity for excellence in the future?

B. Scholarship or Creative Achievement.  On the basis of the evidence before it, the Committee rates the candidate by a positive or negative response to the following question:  have the candidate’s past scholarly or creative achievements been above average with regard to the standards of his or her discipline or field, and does the candidate offer the promise of significant future achievements?

C. Service.  On the basis of the evidence before it, the Committee rates the candidate by a positive or negative response to the following question:  has the candidate’s service been of significant benefit to the University, and does the candidate give convincing evidence of significant beneficial service in the future to his or her department, to the University as a whole, and to the professional community?

Each rating is made by a formal vote of the Committee, and a majority vote is sufficient to determine a rating.  The Committee then votes its overall recommendation on tenure for each candidate.  A positive recommendation requires a favorable rating by the Committee in each of the three categories.  An unfavorable rating in any one category, then, must result in a negative recommendation.  However, a favorable rating in each category does not guarantee a favorable recommendation overall, as an individual Committee member’s vote on the overall recommendation is independent of his or her vote in each category.  In all its deliberations, the Committee evaluates candidates on their own merits and makes no comparisons among candidates under consideration.” (Chapter III Faculty Handbook).
Resources for Teaching and Scholarship/Creative Activity

On and off-campus, there are a number of places to go for support for your teaching and scholarly/creative projects.  Financial and logistical support is provided by the Provost and Dean of the Faculty Office.  Seeley G. Mudd Library (the Mudd) not only houses materials for use in instruction and research but also an excellent staff of librarians who are integral members of and great resources for our academic community. Instructional Technology Services (ITS) provides a wide range of technology support from voicemail to computing to online projects.  The Center for Teaching and Learning (CTL) offers a variety of services, including tutoring in a wide range of academic areas and also resources for faculty on teaching and assessment.  The Committee on Teaching Development is charged with attending to wide range of issues related to teaching.  Through the Associated Colleges of the Midwest (ACM), faculty may find any number of grant and visiting scholar opportunities.  With some new ACM initiatives in the planning stages, faculty development on the consortial level is likely to be enhanced significantly in the coming years. 
Provost and Dean of the Faculty Office
The Provost and Dean of the Faculty office provides a variety of support for faculty. The Provost and Dean of the Faculty is the chief academic officer of the University.  Among the responsibilities of the Provost are the oversight of all academic programs, the hiring and evaluation of faculty, and the disbursement of funds for travel, research, and curricular development.  More details about each of these funding opportunities may be found in the relevant sections of the Faculty Handbook parts of which are excerpted below.  The Provost and Dean of the Faculty will send out memos calling for applications for these funds.  Application forms can be downloaded from the web or obtained from Sharon Marks, 2nd floor Sampson House. 
“Research Grants 
Research grants support specific projects undertaken by full-time members of the faculty. In most instances, these funds are granted with the expectation that the project will culminate in a publication or improved artistic performance. Faculty members who seek research grants must submit written proposals according to the guidelines published in the Faculty Handbook. Please note that, among other exclusions, research or other work toward completion of the doctoral dissertation may not be supported by research grants. 

Two examples of research funding available include the Excellence in Science Fund, which provides science faculty with support for student research assistants, and the Excellence in Humanities Fund, which provides humanities and fine arts faculty with support for student research assistants.

Curricular Development Grants 
These grants support faculty members' planning for significant revision or innovation of a set of courses, a new curricular program, or a new course that will involve more than one faculty member. Please note that these funds are not intended to support individual course revisions or development of single courses taught by individual faculty members because these activities fall within the normal professional responsibilities of each faculty member. Curricular Development Grants may, however, subsidize the work of individual faculty members who will undertake new teaching assignments beyond the normal range of their curricular expertise.

Curricular Development Workshop Grants 
Curricular Development Workshop Grants have as their primary purpose support of broader curricular revision and innovation. Preference in awarding such grants will be given to (i) departmental or program summer workshops; (ii) workshops for two or more faculty members to devise proposals for team-taught or collaborative courses, within a discipline or across disciplinary lines; and (iii) workshops for groups of faculty who want to devise thematic connections for their courses across disciplinary lines, or to develop proposals to revise the content or format of the Freshman Studies Program, or to develop proposals for new Interdisciplinary Areas or interdisciplinary majors.

Professional Development Travel Funds 
Lawrence University faculty members are urged to attend national or regional meetings of professional organizations. They are further encouraged to participate actively in such organizations and meetings, as officers, program chairs, panel discussants, and speakers. The travel fund supports these goals.

Enhancing Academic Distinctiveness Fund 

This new grant program (begun in 2005-06) was designed to support faculty work that contributes to Lawrence’s distinctiveness. The program, Enhancing Academic Distinctiveness: The Fund for the Lawrence Difference in Scholarship and Creative Activity is intended both to support faculty scholarship and creative activity and to promote Lawrence as a leading institution of liberal learning. Work supported by the Enhancing Distinctiveness Fund will further the faculty’s professional development while also creating projects that build on and enhance Lawrence’s academic strengths. Examples include: 1) Projects involving one-on-one work with students that either build on existing forms of faculty-student collaboration or explore new types of collaboration; 2) Projects with an interdisciplinary focus, particularly those involving new, creative combinations of knowledge or skill; 3) Projects involving world or civic engagement, particularly creative projects that integrate our campus and global concerns. Forms for requesting funds are available through the Office of the Provost and Dean of the Faculty.” (Internal grants: Faculty Grants Handbook).

Seeley G. Mudd Library
According to its Mission Statement, the Seeley G. Mudd Library “develops, organizes, and maintains collections to support and enhance the curriculum, provides access to information worldwide, helps members of the Lawrence community find the resources they need, and teaches the skills necessary to identify, locate, evaluate, and use those resources.”  

Our library “is one of the finest small-college libraries in the Midwest, housing 387,000 books and periodicals; 340,000 government documents; more than 1,700 current periodical subscriptions; 16,800 music scores; and more than 20,000 audio and video recordings.  Special holdings include a rare book collection of over 3,400 items dating back to the 16th century and a Lincoln Reading Room containing published materials about the Civil War and Abraham Lincoln.”

The library staff feels strongly that the ability to identify, locate, and evaluate information in a variety of formats is a vital part of a liberal arts education and encourages faculty to incorporate research into their courses.  They welcome the opportunity to work with you to develop your students’ research skills through assignments or other activities, such as papers, presentations, and poster sessions, and will provide customized research instruction directly related to the content of your courses.  This instruction may take place in the classroom, in one of Lawrence’s computer labs, or in the library.  Get to know our librarians, they are a wonderful resource!

Instructional Technology
According to the relevant LU website, “Faculty and administration from all disciplines and in all divisions of the college are united by a common goal to ‘Enhance the educational experience for the Lawrence student through the increased use of instructional technologies across the curriculum.’  The achievement of this vision is being pursued on several fronts.”  There is a faculty Committee on Academic Technology; a Director of Instructional Technology; and an Information Technology Services department.  The office of Instructional Technology supports an online learning management system called “Moodle” to help extend students’ learning experience outside of the classroom.  A growing wireless network and an increasing number of “wired” classrooms on campus also greatly facilitate the intersection of teaching and technology.  If you have instructional technology needs or questions call the Instructional Technology Services’ helpdesk at x6570 or email at helpdesk@lawrence.edu.

The Center for Teaching and Learning
Services for Students 

In the Center for Teaching and Learning (CTL), located on the first floor of Briggs Hall, students may seek peer tutoring in writing, communications, and quantitative skills; subject-specific help (content tutoring); or English-as-a-Second-Language (ESL) assistance. In addition, the CTL provides workshops on topics such as time management, test taking strategies, and study habits as well as offering individualized academic skills counseling.  TC "The Center for Teaching and Learning" \f C \l "2" 
Services for Faculty

In addition to its role as a peer tutoring center, the CTL is dedicated to supporting faculty in their teaching. Any faculty member can request a tutor to be assigned to his/her course(s) to assist with student learning. Consultations on various concerns related to Lawrence University’s writing, quantitative, and speaking general education requirements (as well as ESL concerns) are likewise available through the CTL. A speaking studio and a quantitative computer lab, both of which may be reserved by faculty for use with courses, are housed within the CTL. Additionally, the CTL maintains a resource library including texts and paper files on topics such as: scholarly research on teaching and learning, assisting students with disabilities, using discussion to develop students’ critical thinking skills, and writing improvement. For more information about any of these services, contact Julie Haurykiewicz, the Coordinator of the CTL (x7022).

CTL Facilities 

In addition to the services described above, the CTL welcomes faculty and students to use its facilities:

Speaking Studio  -- The Speaking Studio located in Briggs 137 offers VHS and digital video recording capabilities, a ceiling-mounted projector, a computer station (with an available laptop connection) for PowerPoint presentations, as well as CD, DVD, and VHS playback devices. The studio is an ideal setting for classes which require oral presentations which will be recorded for later critique by instructors, other students, or by the student(s) giving the presentation. This facility is also open to faculty wishing to practice their own presentations, conference papers, or other communication skills. To request a reservation of the speaking studio for a class, practice session, or other event, contact Julie Haurykiewicz (x7022).

Quantitative Computing Lab  -- The Quantitative Computing Lab in Briggs 127 consists of both Macintosh and PC computing stations with access to some of the most frequently used software on campus (SPSS, KaleidaGraph, KoalaCalc, LaTeX, Finale, Audacity, Dreamweaver, iMovie, and others). The lab also houses a DVD/VHS player and a ceiling-mounted projector that can be used in conjunction with the instructor computing terminal. To learn more about quantitative tutoring or to request a reservation of the quantitative lab, contact Julie Haurykiewicz (x7022). 

CTL Resource Library  -- The CTL Resource Library includes books, tip sheets, handouts, etc. for tutors, students, and faculty.  Newly acquired texts for faculty include: What's the Use of Lectures?, How People Learn, What the Best College Teachers Do, Classroom Assessment Techniques, Teaching at Its Best, and Successful Beginnings for College Teaching.

The Committee on Teaching Development
The committee's charge is "To serve as the primary agency of the Faculty in devising, integrating, and coordinating policies and programs that support teaching development throughout the curriculum for faculty at all career stages."
CTD Blog 

ACM grants and programs
On the ACM website, you will find that ACM provides a variety of opportunities for faculty at ACM colleges to extend their expertise and gain new perspectives  (http://www.acm.edu/faculty/opportunities.html).  These opportunities include the following:  conferences and workshops open to faculty at all ACM colleges; visiting faculty positions on ACM off-campus study programs; grant-funded programs on such topics as the liberal arts and instructional technology; Dean’s professional development grants; faculty travel funds to Costa Rica, Japan, the Newberry Library, and Oak Ridge National Laboratory; and the Redfield Professorships, sabbatical teaching appointments at the University of Chicago.

Faculty Career Enhancement (FaCE) Project
Supported by grants from the Andrew W. Mellon Foundation, the ACM Faculty Career Enhancement (FaCE) Project has provided opportunities for faculty at ACM colleges since 2004.
The Project's successful Phase I was designed to address the changing needs of faculty at different stages of their careers.

With renewed funding from the Mellon Foundation in 2008, Phase II of the FaCE Project supports a  variety of new initiatives, building on lessons derived in the first years of activity.
Phase II: Fostering and Enhancing Collaboration

The primary goal of Phase II is to foster and enhance the rich collaboration within the ACM, and by doing so, foster collaboration more broadly within higher education by disseminating models and practices discerned through careful evaluation.
The key themes are Collaboration, Sustainability,  and Outcomes and Impact. This project seeks to build on the comparative advantage liberal arts colleges have in developing successful models of pedagogical and scholarly collaboration that can transfer to other institutions, both large and small.
In order to achieve these goals, the FaCE Project invites competitive proposals from faculty at ACM colleges, offering funding for research, meetings, development of internet-based outreach tools, or evaluation activities. 
Time management
In your first year your commitments focus on teaching your classes and laying the groundwork for conducting your scholarship/creative activity here at Lawrence.  Although you will have no formal advising duties, you will also be expected to be available to students who are taking your classes.  Beyond the first year you will add formal advising duties and service duties to your teaching and scholarship/creative activity commitments.  Time management becomes increasingly important as you assume these commitments.  

Office Hours
Faculty make themselves available to students in different ways:  some have an open door policy, making themselves available anytime throughout the day, closing their doors only when work is pressing.  Others open their doors only during specified office hours.  Others use an appointment system.  How you choose to receive students will no doubt depend on student needs and on your ability to deal with interruptions.  At a minimum faculty should offer three to four official office hours spread out over the week.  Applied faculty in the conservatory typically offer office hours “by appointment” only.

Make your availability policy clear to your students, post office hours in a prominent place near or on you office door as well in all of your syllabi. Keep a message board near your door so that students can leave messages more conveniently.  In the digital age, students increasingly use email as their method of contact.  You may want to consider establishing a policy about “email hours” as well.  For example, how late in the evening they can expect you may check and respond to email, or what types of issues you will work with via email.  The volume of student contact, both personal and digital tends to be heavier close to major assignments (papers, exams, etc.); it makes sense to offer additional office hours at those points in the term and even more sense to schedule students for appointed times so as to prevent long waiting lines at your office door.  You may want to consider factoring in this extra time as you set your schedule for the term.  

Students will seek you out in your office for a variety of reasons, most will be related to academics but some will be related to their personal lives.  When you perceive that the counsel being sought goes beyond a discussion of the growing pains of a young adult, be prepared to encourage they seek professional help.  You may want to refer them to our Counseling Center. 

If a student has decided to “hang out” with you in your office either beyond your regular hours or at the expense of other commitments, you may need to find a firm but gracious way to move things along.  You might try a version of ‘I’m glad you stopped by to talk, however, I need to [name your obligation].”
Students may view email as the venue for faculty/student interactions.  While this can be convenient and quick method of interaction, it is no substitute for face-to-face interaction.  Encourage students to come and see you when an email exchange seems inadequate or it would take more time to conduct the interaction via email than it would to have a real-time conversation.  Additionally, set criteria with students about reasonable and realistic email response times.  For example, they can’t expect you to respond to a question they send tonight at 11:00 p.m. (or later) about tomorrow’s 8:30 a.m. class.  
Unless you have withheld it, your home phone number appears in the Campus Directory.  Let students know under what circumstances you are willing to accept calls at home.  Let them know as well the hours at which you are not willing to hear from them (lest you get questions at 1 a.m. about the next day’s, or rather that day’s, assignment).”
Teaching
Course planning.  In your first years, you will be building up your teaching “repertoire.” Many of these courses will be new for you and will require extra attention and effort and therefore time.  So that you do not get overwhelmed with new course preparation, work with your department to make sure that you are not constantly offering new courses.  Also, in your early years, do not try to develop new courses that require intellectual forays into territories entirely unknown to you.  With your upper level courses, focus on content that may be related to your current research interests; students will appreciate that you are sharing your professional interests with them.

For almost all new faculty, Freshman Studies will be one of these new courses, and at least part of it will clearly be outside of your area of expertise.  One way to manage time with Freshman Studies preparation includes forming a “study group” with a few other faculty teaching it at the time you are.  Also, it is highly recommended to teach the same term (fall or winter) at least twice and preferably in consecutive years.  In re-teaching the course right away, you will have the time to make improvements without having to prepare vastly different content.

Setting up your syllabi.  You will probably want to make sure that major assignments for each of your courses don’t occur at the same time.  Also, even though you don’t put this on your syllabus, you will also want to remember to put on your calendar grading time for assignments.  If you require rewrites of any work, remember that you must have the time to comment and return papers and that your students must then have the time to redraft the assignment.  The shorter your own turn-around time is, the more pedagogically effective it will be for your students, provided you give them sufficient comments to guide their future work.  It may seem like a costly time commitment to devote a weekend correcting Friday’s midterm exams or writing comments on every single paper, but your commitment will set the pace and the tone for your students.

Individualized Learning (Directed Studies, Tutorials, and Independent Studies).  For many students, a major reason for coming to a small college such as Lawrence is the possibility of working closely and even individually with faculty.  Individualized learning options (ILs) are one of the distinctive features of Lawrence.  Almost all students exercise the privilege of a one-on-one or small group ILwith a faculty member; the results are often very rewarding for students and faculty alike.  However, you can easily overextend yourself if you do not consider the time you will need to devote to a particular tutorial.

In terms of contact time, most ILs meet once a week with the student(s) working independently the rest of the week.  Students and faculty occasionally alter that schedule to accommodate other obligations:  they may meet more often and double the work to compress it into the beginning of the term or they meet less frequently for partial credit.  

In terms of preparation time, there are several things to consider before committing to an IL.  Is this material you already know or will you need to prepare for it in addition to your other work?  Will the work you do in tutorial help you to test drive a new course or catch up on thinking in your field or explore some questions related to your own research?  In other words, can you teach this IL well without a significant time commitment or will the time commitment pay additional dividends towards your teaching and/or scholarship/creative activities?  You need to be the judge of how much time you can spare in a given term.  Taking on two ILs in one term would, in most cases, constitute a considerable commitment on the part of a faculty member.  (N.b.  ILs do not count as part of one’s regular teaching load.  You should, however, list these offerings in your annual report where such contributions can be officially noted.)

Before agreeing to offer an IL discuss with the student all reasons for pursuing this work.  Good reasons for pursuing an IL include wanting to pursue study of a specific topic/area of interest in more depth; wanting to study a topic/area that is not represented in the regular curriculum, needing to fulfill a required course that can’t be satisfied otherwise (ex. a major requirement that it will be impossible (as opposed to inconvenient) for the student to schedule.  Be wary though as some students may seek ILs to earn additional course credits without paying additional tuition or because they think an IL will require less effort and result in higher grades.  You will want to assess whether the student’s motivations will compel him or her to do good, solid work.  Some faculty members require an “IL contract” in which both parties agree to the goals and assignments of the course and to mutual expectations.”

Scholarship/Creative Activity:  Making and Keeping Time in Your Schedule
A number of helpful manuals exist that can give you pointers about setting up a research/creative work agenda and following it through to publication, exhibition, or performance.  We would mention here Donald Jarvis’s Junior Faculty Development, Robert Boice’s Professors as Writers, and The Complete Academic (Mark Zanna and John Darley, eds.).  

The following may be helpful in managing time for scholarship/creative activity:

· Reserve a regular time in your schedule to pursue your work.  Schedule around that work time much as you would schedule around a class period.

· Anticipate the research tools, workspace, materials you will need so that, as much as possible, you have these tools in place when you begin your project.

· Get feedback from others regularly.  

· Pursue simultaneously several stages of a project or projects.  For example, polish up one piece even as you are preparing for something else.

Service
If you hold a tenure track position, you will be obliged after your first year to serve as a member of one of the college’s standing committees.  Once people get to know you—or sometimes in an effort to get to know you—other requests for service to the college will be directed your way.  In addition to service on standing committees you may be asked to serve on ad hoc committees, in interdisciplinary programs, for admissions, as advisor to student groups, etc.  While service is an important and necessary part of building and supporting our academic community, you will need to be careful to not commit too much time to service activity.  Saying no to some requests, even though you would like to say yes, is perfectly acceptable and at times the wisest decision.  Check with mentors and other colleagues to get a sense of how much service is realistic for you.

Other Lawrence Time 
You may wish (and are encouraged) to show support for students by attending various student activities, concerts, plays, sporting events, etc . . . You may wish to pursue conversations with students, faculty, and staff in less formal settings.  Stop for a snack at the Warch Campus Center Café or get coffee at one of the nearby cafes (Harmony Cafe, Brewed Awakenings, etc.).  In many ways, this “other Lawrence time” is in part personal time, but it is also time that can be well spent in our community if you feel you can afford it.

It is a hallmark of a small, liberal arts college that students and professors have the opportunities to build relationships outside of the classroom.  In most cases, this is a very positive thing.  However, be aware that this informal, casual contact with students brings with it the responsibility of being more alert to maintaining boundaries and being aware of behavior that can be construed as sexual harassment.  Behaviors can range from ill-considered comments to intimate relations.  It may be worth noting about the latter that the university’s sexual harassment policy states that "... apparently consensual sexual relationships, particularly those between individuals of unequal status, may be or become a violation of this policy. Anyone who engages in a sexual relationship with a person over whom he or she has any degree of power or authority must understand that the degree to which such a relationship is truly mutually consensual can and may be questioned. The University particularly abhors the abuse of power and authority potentially inherent in sexual relationships between faculty members and students, and between staff supervisors and their student employees." 

Tips on Effective Teaching
Getting into the ten-week rhythm of our academic calendar, getting a feel for the needs and levels of our students, and working with unfamiliar materials are all part of settling into your teaching here.  Don’t feel that you need to adopt a pedagogical style that doesn’t suit your personality or your purposes.  You will discover a variety of models of teaching on this campus—plenty of collective wisdom from which to cull useful techniques or even a helpful pedagogical orientation.  Even if you’re an old hand in the classroom, you should take advantage of opportunities to rethink, supplement, and experiment.  Have colleagues sit in on your classes; ask if you might do likewise.  Let people know who you are as a teacher.  Learn to develop your teaching strengths but pay attention as well to areas in which you or others feel you have weaknesses.  Being self-enlightened and intentional about your own teaching can only help you to plot a course of improvement.

Keep the notion of development uppermost in mind as you build your career here.  You’ll probably not do things perfectly the first time through, but aim for improvement wherever you can.  Evaluators of your work will look for progress over the long term.  What follows are tips for documenting, improving, and evaluating your development as a teacher.

Teaching portfolios.  Teaching portfolios have become much more common in recent years.  You may already have a good start on one from your job search days.  Portfolios usually have course syllabi, evaluations (from students, peers, or administrators), sample assignments, statements on personal teaching philosophy, etc.  James Lang and Ken Bain argue (in a one page article available for your reading pleasure in the second floor conference room, Sampson House) that teaching portfolios have become catch-alls and that the documentation therein is difficult for reviewers to evaluate.  These authors contend that the portfolio should be recast as an argument for one’s teaching philosophy with documentation that can be used as evidence, descriptions and analysis of evidence, and a logically drawn conclusion.  You may find this approach to assembling a teaching dossier a helpful orientation.

Measuring teaching performance.  Be the first to measure your teaching performance.  Set out for yourself and for your students the specific goals you have for your class.  Determine the ways in which you will help students achieve those goals.  Use discussion questions, exams, papers and whatever else you can think of to measure whether your students are learning what you want them to learn.

You might wish to survey class reaction well before the end of the term, either in a class conversation or on paper.  If there is consistency either positive or negative, use that information to make modifications (not wholesale changes) that seem reasonable to you.  If the criticisms are not too painful or personal, discuss them with the students; even if you feel you don’t want to or can’t remedy the “problems” indicated; acknowledge student response and explain why you find it necessary to do what you are doing.  A discussion such as this may give you the opportunity to encourage students to work harder than they thought possible or to talk about the gains of a specific pedagogy.

Interpreting Teaching Evaluations.  At the end of every term, students have the opportunity to evaluate their classes using a standardized teaching evaluation distributed by the Provost and Dean of Faculty’s office.  Evaluations for untenured faculty are made available to the faculty member and Provost and Dean of the Faculty through Voyager (Faculty Academic Services/Instructor Menu/Classes Taught and Scheduled). All evaluations of Freshman Studies courses are kept in the Provost and Dean of the Faculty office, regardless of rank of the professor.  You are strongly encouraged to take time at the end of each term to review all of your course evaluations carefully.

As you read your evaluations, keep student commentary in perspective.  Sift out reactions to materials or assignments (more easily remediable) from reactions to your teaching.  Look for patterns in both positive and negative commentary and look for patterns over a number of courses.  Use the information to home in on problems.  Do you need to change your timing? Improve your turn-around on assignments? Rearrange your sequencing of concepts? Devise better methods for student interaction?  If you feel up to it, consult with someone who is teaching similar course material or who has similar pedagogical goals.  If you are unsure of the diagnosis of your teaching difficulties, ask them what they think; inquire about suggestions they may have.  

Class visits.  Invite other faculty members into your class.  Ask them to be candid about your teaching.  You might be well advised to learn something about a colleague’s pedagogical preferences or strengths before you have them in your class:  invite the colleague with a reputation as a great lecturer to a class where you are lecturing, bring in the consummate discussion leader to a discussion session, etc.  Ask if you might visit the classes of those colleagues as well.  Consider bringing in a visitor who is not in your discipline so that she or he can experience your class much as a student would.  An “outsider” may anticipate or even experience confusions or misunderstandings that someone in your discipline might not see.
Dealing with student problems 

Throughout the academic year, faculty encounter all manner of student difficulties.  Some of these problems can be simply handled through a short conversation after class or a quick e-mail; other problems may require more thorough investigation and additional student services.  How and when faculty intervene can be a tricky call:  we want to give students room to grow into responsible adulthood but at the same time we need to judge when moderate intervention can put a student back on track or when serious measures are needed to prevent a foreseeable train wreck (see section below, Problems You May See).  We also need to keep in mind that our attention to student welfare is what distinguishes Lawrence from a large institution such as UW Madison.

Resources
Associate Dean of Faculty for Student Academic Services: Geoff Gajewski.
Assistant Dean of Faculty for Student Academic Services:  Jerry Wickens.  
Geoff and Jerry are a primary resource for help for students with academic problems.  You can call them with questions or refer students to them when you feel the situation warrants.  Alternatively, you may send a class performance report (available online through Voyager) detailing your concerns; the report goes to the SAS office and to the student and the student’s advisor.  If you see problems early in the term, don’t wait until mid-term to flag them.

Vice President for Student Affairs and Dean of Students:  Nancy Truesdell.  Nancy handles general student concerns, student discipline, behavior problems, and involvement of/communications with parents.  

International Student Advisor:  Tim Schmidt.  Is our special liaison with the international students.  He can discuss with you problems that may originate from cultural differences or from a rocky cultural and academic transition.

Assistant Dean of Students for Multicultural Affairs:  Pa Lee Moua.  Pa Lee works to promote better understanding of issues related to diversity.  Pa Lee can help advise when cultural tensions or misunderstandings occur between or among students or between student and professor.

Counseling Services:  Kathleen Fuchs, Jerri Kahl, and Paul Valencic.  This team offers student counseling for developmental and mental health issues as well as assessment of substance abuse concerns.  They can give you pertinent feedback on psychological issues or you can refer students directly to them.  

Registrar:  Anne Norman.  In addition to maintaining all student academic records, Anne and her office provide a ready resource for helping you negotiate the ins and outs of our academic procedures and regulations. 
Other faculty. Track down the student’s faculty advisor (available from the class list on Voyager); consult with the advisor, find out from the advisor the student’s other instructors and confer with them to determine whether the problem you are seeing is an anomaly or a pattern, a fluke or a crisis.  You will still probably want to get in touch with Student Academic Services to address the issue on a broader front.

Center for Teaching & Learning.  CTL ) is an academic counseling and information center for content tutoring study groups, individual learning skills development, and learning differences.  The CTL offers writing, communication, quantitative, and content tutoring. A high percentage of Lawrence students (including the majority of freshmen) use tutorial services as support for completing general education requirements and for developing their abilities more broadly. 

Problems You May See
“Numerous unexcused absences from class.  To avoid misunderstandings about absences, make your policy on attendance firm and clear from the very first day of class (write it on the syllabus; read it aloud in class).  By setting a policy (e.g., “having more than three absences affects your grade”) you will have good reason to inquire early about a non-complying student’s absences.  If the student compounds the problem of absences by not turning in assignments, you should consider the matter even more urgent:  in a ten-week term, checking out for only a few days can put students behind for the entire academic term.

You will also need to make clear, for yourself and for your students, what constitutes an “excused” absence.  General practice is to consider participation in an intercollegiate athletic event or in a field trip as excused absences when the professor has received advance notice.  Students should arrange with the professor to make up all missed work.  On the other hand, you will need to decide your own policy on absences due to illness.  You may require a slip from the Health Center (the HC automatically forwards to you a form requesting that you excuse a student for a specific number of days).  In some cases, however, students may rightly determine that never stirring from their beds is the best medicine.  Your call.

Late or missing work.  Again, having an explicit policy with which you can live may help.  You may wish to put in a clause that cuts students some slack for extenuating circumstances.  Just be mindful that an overly generous policy will backfire on your students and on you.  Workloads only get heavier in the course of the term; deferring work often makes it harder to get it done at all.  (Then, of course, you inherit the problem of an assignment that arrives out of synch with the rhythm of the course.)  The case of the student who makes a habit of running behind the class should not be dismissed.  Call on your resources.

Requests for extensions or make-up work.  Few of us would refuse an extension or a make-up exam to student who anticipated a conflict or had a truly legitimate excuse.  We have all heard, however, the weak excuse, the convoluted and illogical story, and the excuse offered after the missed deadline.  You may have to wrestle with the options to arrive at a decision that suits your academic values; it might help to consult others.

Emotional problems.  Occasionally you may notice behaviors in a student that signal discouragement or a sea change in a student’s disposition.  Don’t feel as though you can’t check up in a friendly way:  ask a student if s/he is okay or if they would like to talk.  Sometimes a show of support, a conversation of encouragement, or a more seasoned perspective on a problem can get a young person over a hump.  If you sense that the problems are much deeper, directing the student to professional help is probably the best you can do.  Don’t get caught up in a counseling relationship; we have professionals on our campus for that kind of work.

Illness.  The flip side of the absence problem occurs when a student stoically attends class when ill.  Asking them if they’ve been to the Health Center may give them the license they need to take care of themselves.

Uneven or slipping grades.  See if you can head off disaster by having a conversation with the student.

Roommate problems/problems at home. Students can get engulfed in the problems of those closest to them:  roommates here or family and friends elsewhere.  The Associate Dean of Students for Residence Life, referees roommate conflicts (you may wish to pass that info along) and the Associate Dean of Student Academic Services helps students negotiate personal problems affecting academic life and performance.  

Special needs.  You may be requested to accommodate either learning or physical needs for students in your classes.  Other students may have less obvious or as yet unidentified needs; the issue may be complicated by a reluctance to be labeled a “special needs” student.  You might approach the problem at the beginning of each course by asking all students to fill out a note card with pertinent information, including any information the student thinks might be helpful to the professor wishing to accommodate various learning styles.  Give them examples so that they can give back good information to you (visual learners who do better when looking at hand-outs or computer projections, shy students who need time to consider an answer, students who need to process aloud, etc.).  In the case of a genuine learning disability (even a suspected and undiagnosed one), the Dean and/or the Associate Dean of Student Academic Services can give you some guidance on appropriate modifications in pedagogy and assignments.
First year students run amok.  First year students have, generally speaking, the roughest transition to make at the beginning of each academic year.  Residence Life staff lavish many a fine effort on them during Welcome Week, but orientation can’t impart to students all the social and academic skills they will need to make a flawless entry into college life.  Some freshman become quickly overwhelmed by the academic work, discouraged by the higher academic standards they encounter, or intoxicated by their newfound freedom.  First years sometimes invert educational priorities:  a party can eclipse a paper assignment.  First years have also been known to lack a sense of academic survival:  they don’t react to warning signs until it’s too late.  

Be particularly vigilant about incipient problems that could rapidly devolve into first year self-immolation.  Take the pulse of your first year students and advisees often, especially during the first term.  If you are teaching a section of Freshman Studies, consider scheduling individual appointments in your office at least once in the term.  Consider as well giving the same kind of individual help to first year students; they will survive and even thrive given additional structure and supervision.

International students.  Lawrence’s student body comprises 10% international students.  Globally speaking, their presence on campus challenges the Lawrence community to be less parochial in its views and understanding.  Their presence as individuals in our American classrooms may oblige some negotiation of culture and language, mostly on their parts, but sometimes on ours.  Their educational paradigms (student-prof relationship, acceptable student behaviors, conceptions of knowledge) may be vastly different from the American paradigm.  Their ideas about cultural, class, gender, ethnic, and race identities may vary considerably from garden-variety American ideas.  And their ability to understand the colloquial American spoken by their classmates—and perhaps even by their professors—may need time to develop.  Related to this last, consider using the services of the Center for Teaching and Learning and its director to bring international students up to speed.
Plagiarism, cheating, misuse of university resources
“Lawrence adheres to an honor code, which all students formally pledge to support.  The honor system provides a council that, among other duties, adjudicates suspected violations reported to the council.  If you suspect a violation, your best bet is to consult with Geoff or Jerry in Student Academic Services.  Of late, we have seen more misuse of Internet sources, an indication, perhaps, that students need more education about cyber-research and appropriate attribution.  Above all, do not ignore what seems like a breach of the Honor Code.  Everyone involved in implementing the honor code is scrupulous about the process, generous about giving the benefit of the doubt, and reasonable about sanctioning offenders.”

Hostile behavior towards you personally
“On very rare occasion a student will, for whatever reasons, react to you in an angry or hostile manner.  The student may react openly, in which case you have the opportunity to ask the student to come talk to you, or the student may go directly to a dean, in which case you may never even hear about the student’s response to you.  If you have the opportunity to discuss with the student, you may be able to locate the source of the problem and talk it through if not resolve it.  If intervention doesn’t work and the student continues to behave angrily, you would be advised to take several precautions:

· Keep a record of all encounters and conversations.  Whenever possible, send an e-mail to the student summarizing events or dialogue.  Keep copies.

· Make copies of the student’s work with your comments.

· Advise your chair or the Provost and Dean of the Faculty of the situation; let the individual know you have done so.

· Never meet behind closed doors.

· Make sure that meetings occur in a public setting and at a busy time of the day.

· If the situation worsens, notify Student Academic Services, the Dean of Students Office, and the Provost and Dean of Faculty’s or Dean of the Conservatory’s office.”
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