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All non-tenure-line faculty have responsibilities in the areas of teaching and service.  In keeping with IU Policy BOT-24: Post-Tenure Faculty Productivity and Annual Review, this document outlines the School criteria to “meet” expectations in both of these areas of responsibility.  Departments should add specificity to these criteria that are appropriate for their disciplines At the time of Annual Review, these criteria should be used by peer-review committees (if established by the department), chairs, and the dean.

The standard workload distributions for non-tenure-line faculty on 10-month appointments are:
	
	Non-Tenure Track Lines
	Clinical Line w/ Clinical Assignment

	TEACHING 
	80%
	60% - 70%

	SERVICE
	20%
	30% - 40%



These distributions may change with grant awards, administrative appointments, and other buyouts of time/effort, but in all cases any changes from the standard workload distributions must be approved and documented on the faculty annual review.  

Teaching
Teaching that meets productivity expectations:
· Teach all classes as assigned and as expected for one’s appointment.
· Regularly teach in person, on campus. This is understood as teaching at least one 16-week class per semester 100% in person (not hybrid).  The Dean or Associate Dean for Academic Programs must give approval for any faculty member not teaching at least one course each semester in person on the IU Indianapolis campus.
· Fully adhere to all requirements of IU Policy BOT-15: Academic Appointee Responsibilities and Conduct and School of Liberal Arts expectations for teachers.  These include:
· Meet classes in the mode (in person, web-based, etc.), as scheduled in SIS.
· Announce and hold weekly oﬃce hours and have a procedure for students to contact you outside of office hours. At least some in-person office hours are scheduled weekly.
· Respond in a timely manner to students who contact you.
· Keep current in your ﬁelds.
· Keep current with teaching pedagogy that involves active learning.
· Develop syllabi and course requirements that meet department, school, and campus requirements.
· Post all syllabi on the CANVAS course site.  Note: Syllabi must include all content required by Indiana University and State law.
· Assess student learning/performance, provide students with regular and timely feedback on their learning/performance, and submit final course grades and other assessments by posted due dates.  This includes using the Student Engagement Roster for all General Education courses.
· Review and reﬂect on student course evaluations.  
It is understood that course evaluations by themselves are not always an accurate indication of good teaching, but consistently poor evaluations are often an indication that content and/or methods do not meet the expectation of effective and engaging teaching that includes the ability to create and maintain instructional environments that promote student learning.  Consistently low course evaluations on the “Overall” scores, especially if student comments indicate concerns, may be commented on in the Faculty Annual Review.

Teaching that does not meet productivity expectations
If above expectations are not met, the faculty member is evaluated as “does not meet productivity expectations” for teaching, AND overall faculty effort for the year will be evaluated as “does not meet productivity expectations” with a specific plan for addressing the concerns included on the annual review.

Teaching that exceeds productivity expectations:
Teaching that exceeds expectations not only “meets” all expectations but includes other significant teaching contributions to the department, school, campus, university, community, and/or profession. In all cases, it is the responsibility of the faulty member to explain and document the quality and impact of their work in keeping with the teaching workload distribution and departmental criteria, including why it exceeds expectations.

Examples of teaching that may exceed expectations include, but are not limited to, the following:
· Peer-reviewed dissemination (e.g., conference/poster presentation, workshop).
· Publication of a scholarship of teaching and learning in a journal article, book chapter, or other peer-reviewed venues appropriate for the discipline.
· Publication of a new or revised edition of a textbook.
· Other products/activity appropriately reviewed using standards established by the relevant discipline. 
· Grants related to teaching.
· Implementation and documentation of High Impact Practices (HIP)
· Directing substantial projects with students outside the classroom (e.g., MA theses, independent studies, directed research or writing projects). 
· Substantial and documented mentoring of students.
· Winning a teaching award or other notable recognition (e.g., appointment to FACET).
· Professional development and pedagogical leadership, including institutional professional development opportunities that have stipends paid into university accounts to support scholarly work (e.g., Mosaic Faculty Fellows, Digital Gardener).

NOTES
· If faculty receive additional “take home” pay during the academic year for overload teaching or other teaching-related work or have a course bought out for other teaching-related work, that compensated effort on its own is not typically considered as work that “exceeds” expectations and does not change the workload distribution.  (Professional development funds placed into a university account and stipends that accompany teaching awards for excellence are not considered additional take home pay in this context.)
· See additional comments on teaching in the Appendix at the end of this document.

Service
Service that meets productivity expectations
Service is the responsibility of every faculty member. No full-time faculty in the School of Liberal Arts is exempt from service responsibilities, except when on leave.  In most cases, unless service time is bought out with grants or other external funding, or is approved otherwise by the Dean, faculty are expected to contribute 20% of their effort each year toward service to the department/program, school, campus, university, community, and/or profession. 

Service that meets expectations includes all the following:
· Being physically present weekly on campus at least two days per week and available to engage in discussions with colleagues, staff and students during the academic year.
· Regular attendance and active participation in department/program and school faculty meetings.
· Active and meaningful contribution to department/program committees as appropriate (e.g., annual review, promotion, curriculum, search & screen).
· Substantive, regular, and timely contribution to department/program service needs (e.g., course scheduling, peer review, strategic planning).
· Timely contributions with department/program service, reports, and communications expected of all non-tenure-line faculty in the unit.
· Staying up to date on required IU reports (e.g., Elements), trainings (e.g., FERPA), and attestations (e.g., Conflict of Interest and Commitment).
In addition, at least one of the following:
· Active membership on a school/campus/IU faculty committee (including ad hoc)
· Advisor of student group/organization
· Service to the profession (e.g., reviewing manuscripts, participating in editorial work)
· Professional/engaged service to the community
· Other documented service to the department, school, and/or campus.

Service that does not meet productivity expectations
If above expectations are not met, the faculty member is evaluated as “does not meet productivity expectations” for service, AND overall faculty effort for the year will be evaluated as “does not meet productivity expectations” with a specific plan for addressing the concerns included on the annual review.

Service that exceeds productivity expectations
Service that exceeds expectations assumes that basic service expectations are met and typically also reflects a higher than basic level of contribution and leadership. Examples of service that may be considered exceeding expectations include, but are not limited to, significant contributions/leadership in the following areas:
· one or more department/program committee or other unit service
· a school faculty committee/elected office
· a department or interdisciplinary program (assuming no course release)
· a campus/IU faculty committee
· a committee of a professional/community-engaged organization 
Other types of service contributions to the department, school, campus, university, community, and/or profession may also be evaluated as exceeding expectations when documented, including publication or other peer-reviewed dissemination of service work.

It is the responsibility of the faulty member to explain and document why service activity exceeds expectations with regard to either quantity or quality/impact, in keeping with service workload distribution and department criteria.

NOTES
· In some cases, faculty receive course releases for program service/administration and the like (e.g., department chairs, director of graduate studies, director of large program, etc.) or courses are bought out by other units to support their efforts (Division of Undergraduate Education, Honors College, Office of Academic Affairs, etc.).  
· Appointments that have releases/buyouts should include position descriptions.  
· In most cases, evaluation of work tied to releases/buyouts should be done by the supervisor overseeing the appointment.  (For example, faculty fellows are evaluated by unit buying out time for the work assigned.)
· The person supervising the compensated work should provide the chair with an evaluation of the work done for the release/buyout to be included with the annual review.
· Workload expectations should be adjusted as appropriate to account for buyouts of time for service.
· Faculty with course releases or buyouts for service or administration should not be evaluated as exceeds expectations for simply doing the work associated with the additional time given for the service, as reflected in the position description.  The quality or quantity of effort beyond the position description can be evaluated as more than meeting expectations.
· Service contributions for someone with basic service expectations vs. someone with higher service expectations must be taken into consideration when evaluating effort. For example, the same productivity may “exceed” expectations for a faculty with a 20% service workload but may “meet” expectations for a faculty who had a course buyout with a 30% service workload.
· If faculty receive additional (“supplemental”) pay during the academic year for service done for another unit or external entity, that is viewed as overload pay, and that compensated effort is not typically considered as work that “exceeds” expectations.

OVERALL PERFORMANCE RATING
Meets/Exceeds Productivity Expectations
To be evaluated as “meets” productivity expectations or higher, faculty must maintain an up-to-date CV and upload it into the Faculty Annual Review platform (Elements) at the time of the annual report.

Faculty who meet productivity expectations for 100% of their workload distribution (teaching, service, and administration, if relevant) should receive an overall performance rating of at least “meets productivity expectations.”  Faculty who also exceed productivity expectations for 80% or more of their workload should receive an overall performance rating of “exceeds productivity expectations.”  

Does Not Meet Productivity Expectations and Unsatisfactory Productivity
In the absence of mitigating circumstances documented by the chair, performance that does not meet productivity expectations in one or more areas of work (teaching, service, or administration, if relevant) in any given year does not meet overall productivity expectations for the year.  Faculty evaluated as not meeting overall productivity expectations for the year twice in a rolling three-year period receive an evaluation of “unsatisfactory productivity” and are required to have an enhancement review conducted by the Professional Development Committee, per the bylaws of the School Faculty Assembly.



APPENDIX
Comments on Teaching Responsibilities

Each three-credit course taught is considered 10% of one’s workload for the academic year. For all faculty members, teaching assignments must balance the school’s need for undergraduate as well as graduate teaching and give preference to coverage of courses required for majors as well as courses that meet campus general education core and school competency requirements, as well as those which generate higher student enrollments. At times during a faculty member’s career, these needs may require adjustments in the combination of courses they teach (e.g., with respect to topic, level, frequency of particular oﬀerings, etc.)

Assigning faculty to speciﬁc courses is complex and faculty have “a right to fair and equitable treatment that withstands review among peers and is within program expectations.”  Chairs and program directors are expected to consult with faculty with regard to their teaching preferences, but “no absolute right exists with regard to assignment or eﬀort distribution” (IU Indianapolis Faculty Guide). Chairs and directors, in consultation with the Associate Dean for Academic Programs and subject to the approval of the Dean, have the responsibility for creating course schedules, based on curricular requirements and student needs, as well as the authority to assign faculty to teach them, including when (terms, days, times) as well as mode (face- to-face, online, etc.).

Quality teaching is an expectation and must be a goal of every faculty member in the School; thoughtful, principled and caring teaching and mentoring are primary activities for faculty.  Eﬀectiveness is an essential criterion for evaluation and advancement. Faculty must demonstrate command of their subject matter, continuous growth in the subject ﬁeld, and an ability to create and maintain instructional environments to promote student learning.

Classroom instruction is but one element of teaching and engagement with students. Teaching expectations include not only the teaching of graduate/undergraduate courses but also include student mentoring/advising, and other academic activities necessary for students to complete their degree and program requirements as established by the department/program.

Tenure-line faculty members in departments with graduate programs are also expected to mentor graduate students and direct graduate theses and dissertations.

All teaching responsibilities should be distributed equitably following established unit principles across the faculty, with rotation of duties set up as necessary.


1

