SIMPSON COLLEGE FACULTY HANDBOOK
PART I1l: PERSONNEL PROCEDURES

Table of Contents

T L= LY o] o1 1 12 11T o1 PP 2
Formative Review & Reappointment of Probationargg®ar Faculty...................c......... 4
Formative Review, Reappointment, Contract Termimatdf Adjunct/Tchg Specialist...... 7
Mid-probationary Review & ReappOiNtMENt ... . eeeeeereniieeeeiiineeeeeeinieeeeanneeenes 10
L= 0L LT PP PR PPN 12
PrOMOtION ... e e e 13
POSE-TENUIE REVIEW ...uii ittt eeees e et e e e e e e e e e e e e e e et e e e ent e e e e aaaaan s 15
SabDALICAl REVIEW .......eieiiiei e 15
LEAVES Of ADSENCE ...uuiiiiiiiiii et s e e ettt e e e e e et e e e e ettt s e e e eann e e eeert e eaeenees 16
Y = A =T 0 =T N PRSP 16
Resolving Grievances Other than Salary, DiscrinimatSexual Harassment .............. 17
Grievances CoNCerNiNg Salary........coveouieiir i e e e e e e e 18
Appealing Minor & Severe Sanctions Other Than D&sal...................c.ccoeeeenn e, .18
Faculty Personnel FileS. ... ..o e e e e e 19
AMENdMENT PrOCEAUIES ......oi ittt e e e e e eeaeeaeees 19

Revised: Academic Year 2008-09 12/9/2008



Section 1: PROCEDURESFOR INITIAL APPOINTMENT

The information contained in this section descritesprocedures approved by the
faculty, board of trustees and administration & purpose of appointment, evaluation,
tenure, promotion and other personnel-related ssfarefaculty at Simpson College.

They have been designed to ensure academic duesgrdhe procedures outlined herein
work in tandem with the policies outlined in Simpgollege Faculty Handbook Part II:
Personnel Policies. Other important policies tipgtiyato all employees of the college,
including the college’s nondiscrimination and harasnt policies, may be found on the
college’s website: http://www.simpson.edu/hr/haraiipolicies.html.

1.1.0 Full-time Regular (tenure-track and tenured) Castra

Normally, initial full-time, regular appointment tbe faculty is made by the academic
dean in consultation with the department. The gati®r initial appointment are listed in
Simpson College Faculty Handbook Part 1l: PersbRoécies, Section 3.

1.2.0 Full-time Adjunct Contracts

Normally, initial full-time, adjunct appointment tbe faculty is made by the academic
dean in consultation with the department. The gati®r initial appointment are listed in
Simpson College Faculty Handbook Part II: PersbRoécies, Section 3.

Persons holding adjunct faculty contractsrateeligible for tenure. In general, holders of
such contracts will exercise normal instructioraponsibilities such as the awarding of
grades and the maintenance of acceptable stanofardslitional classroom performance.

Incumbents of all such positions hold full facustatus pertaining to voting privileges
and serve on committees for which they are eligiHl@ders of such positions are
expected to hold normal minimal professional créidéshas defined in the appropriate
sections of Simpson College Faculty Handbook Raf®érsonnel Policies, Section 3.
The incumbent of such a position will normally beetl initially on a series of one-year
contracts for the first three years under the doons of evaluation and notification of
contract continuance or termination designed folagllty. Following this three-year
period, an incumbent of this position may be offieae extended three-year contract
(generally renewable, as a three-year contracteWdetermined to be appropriate by the
academic dean and department chair, a three-yatnacomay be offered as an initial
appointment. Appropriate evaluation procedures ealitinue during the extended
contract period, and the incumbent will be subjeastormal expectations of the
maintenance of professional skills and performarfgesponsibilities as defined in
Simpson College Faculty Handbook Part 1l: PersbRoécies, Section 7.

Holders of adjunct contracts are not eligible fosrpotion to the ranks of associate or
professor. Adjunct faculty hired in the rank oftmgtor may receive promotion to

Revised: Academic Year 2008-09



assistant professor upon the completion of a teahaegree or upon the completion of
five years of continuous service by action of tlaeWty Personal Committee (hereafter
FPC).

If the college determines a position filled with @ifjunct faculty contract should be filled
with a regular faculty contract, the holder of temtract may or may not be considered
for the tenure-track appointment. Should such goegment be made, eligibility for
tenure begins simultaneously with the beginnintheftenure-track contract, unless other
arrangements have been made and included in tired contract at the time of hire.

1.3.0 Teaching Specialist Contracts

Normally, initial teaching specialist appointmeathe faculty is made by the academic
dean in consultation with the department. The gati®r initial appointment are listed in
Simpson College Faculty Handbook Part 1l: PersbRoécies, Section 3.

Persons holding teaching specialist contractatreligible for tenure. In general,
holders of such contracts will perform specificagpf teaching duties not necessarily
associated with traditional classroom teachingchies specialist contracts may include
but are not limited to librarians, lab instructazknical faculty, departmental internship
coordinators, media specialists and vocal andungntal music specialists.

Incumbents of all such positions hold full facuttatus pertaining to voting privileges
and serve on committees for which they are eligiHi@ders of such positions are
expected to hold normal minimal professional créidénas defined by the academic
dean in consultation with the department.

The incumbent of such a position will normally beeH initially on a series of one-year
contracts for the first three years under the domh of evaluation and notification of
contract continuance or termination designed foflagllty. Following this three-year
period, an incumbent of this position may be offieae extended three-year contract
(generally renewable, as a three-year contracteidletermined to be appropriate by the
academic dean and department chair, a three-yatmacomay be offered as an initial
appointment. Appropriate evaluation proceduresinaatduring the extended contract
period, and the incumbent will be subject to norealectations of the maintenance of
professional skills and performance of responsiesdlias described in the criteria
developed for the position and included in thevidlial’'s personnel file in the dean’s
office.

Holders of teaching specialist contracts are ngtkaé for appointment or promotion to
the ranks of associate or professor. Teaching aldiaculty hired in the rank of
instructor may receive promotion to assistant msde upon the completion of a terminal
degree or upon the completion of five years of icwr@us service by action of the FPC.

If the college determines a position filled witls@ecialist teaching contract should be
filled with regular faculty contract, the holdertbie contract may or may not be
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considered for the tenure track appointment. Sheutth an appointment be made,
eligibility for tenure begins simultaneously withetbeginning of the tenure-track
contract unless included in the initial contractre time of hire.

1.4.0. Professors Emeriti

At the end of the academic year in which a ten@@edIty member who is at least 55
years of age retires from full-time teaching, he/sthll be eligible and automatically
nominated for emeritus status provided that hetgsiseheld a continuous full-time
appointment at the college during the preceding/ears. The appointment is made by
the president of the college upon the recommendatiohe academic dean and the FPC.
If the recommendation of the dean or the decisidhepresident is negative, the faculty
member may appeal the decision to the FPC. Enmeaiyi be given additional contracts to
teach part-time or to perform other part-time dutiethe college. Notification of
appointment to emeritus status shall be sent toetivng faculty member no later than
the end of May during the final year of full-timmployment. Current benefits of such
an appointment may be found in Simpson College I[Batlandbook Part V:

Information.

Section 2: PROCEDURES FOR FORMATIVE REVIEW AND
REAPPOINTMENT OF PROBATIONARY, REGULAR FACULTY

The review, evaluation and reappointment for dlttime probationary tenure-track
faculty will be conducted using the following procees. The chair of the department,
with the help of a review committee created for plepose, conductsfar mative
evaluation of faculty in their first, second, fduand fifth years. The FPC conducts the
mid-probationary (third-year) review, the tenureiegv, all promotion reviews, and all
post-tenure reviews. All committee members willhiedd to a high level of
confidentiality regarding the process and outcofb® review.

The file created for reappointment described ia Haction is open to the candidate, the
members of the FPC, the chair of the departmentlmees of the annual review
committee, the division head, the academic dearttengresident of the college. The
documents submitted for the files are the propefrthe college.

2.1.0 Formative Review

Formative review for full-time regular probationdaculty in years one, two, four, and
five is conducted by the department chair with mguttee assembled for the purpose.
The formative review normally takes place in thergpof each year.

The three-person review committee consists (whesipte) of the department chair, a
tenured faculty member from the department andiemered faculty member from outside
the department. If a tenured faculty member inddygartment is not available, a second
tenured faculty member from within the divisiontbé& faculty member may be appointed.
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(Note: The role of the department chair is not deleat on tenure; it is then reasonable
that a non-tenured department chair will conducienes.)

Recognizing that the college is small, situatiorsy rarise that are not covered by these
procedures (e.g. a three person department witbauted faculty members or non-tenured
department chair up for review). In these situai&6PC and the dean will make the final
decision of the makeup of the committee. Infororatiegarding the policy regarding
conflict of interest for committee participation ynae found on the college’s website:
http://www.simpson.edu/academicdean/resources/inttek

2.1.1. Timing and Procedures
2.1.1.1. The Semester before a Formative Review

a. The department chair meets with the person bewvigwed and they
determine provisional dates of the review. They gliscuss possible
members of the review committee.

b. The person being reviewed provides the chair wighrtames of three
possible tenured faculty members from outside gpgadment and up to
three tenured faculty members from within the depant.

C. The department chair then selects the membersotthew committee,
finalizes dates of review and informs the persandpesviewed.

2.1.1.2. The Semester of a Formative Review

a. A file is created in the academic dean’s office.past of all regular
reviews, the chair of FPC will announce the revi®gned letters will be
accepted for the candidates file in the academan’'deoffice. The letters
should address the criteria for reappointment, @teon and tenure as
stated in Simpson College Faculty Handbook PaRédrsonnel Policies,
Section 7. (See Simpson College Faculty Handb@ok\RI: Appendix B
for details regarding the guidelines.)

b. A file is created in the academic dean’s officétdd these letters. The
file includes the candidate’s teaching evaluatiamsl all letters submitted
during the process. The candidate will write a-sgHluation and submit a
current vita and syllabi for the file. The candelatill be permitted to
review the file.

C. The first meeting of the review committee is orgational. The
committee reviews the conflict of interest poliagydeorganizes class visits.

d. Each member of the committee sits in on at leastatesss, individually
interviews the candidate, and reviews the file.

e. If, based on the evidence in the current review réview committee

deems it useful, committee members may consultiltheontaining
formative review material from previous years & fferson being
reviewed in the academic dean’s office.
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f. At the second meeting, the review committee disesuifise substance of
the letter that will summarize its findings. Thepdement chair drafts the
formal letter and, after approval by members ofdbmmittee, sends it to
the candidate. The letter should address the fidteria outlined in
Simpson College Faculty Handbook Part II: PersoRuodicies, Section 7
on teaching, advising, professional developmentsamdice. The letter
should focus on the materials gathered throughetiew process and
found in the file.

g. After the person being reviewed receives the letier chair schedules a
meeting with the review committee so that the petseing reviewed may
respond. After the meeting, the review committeg mramay not chose to
revise the letter as it deems appropriate.

h. The final formative letter is included in the fid the person being
reviewed in the academic dean’s office.

2.2.0. Reappointment for Probationary, Regular Facu

The department chair and division head conductiawefor the purpose of
reappointment of all probationary, regular facuttyheir first, second, fourth and fifth
years.

a. The chair writes a letter regarding reappointmkns. based on the
formative review. In addition, the chair shouldlsé® opinions of all
tenured members of the department regarding tippo@atment of the
candidate.

b. The chair will create a letter regarding reappogttiof the candidate that
summarizes the work of the candidate and the vigtlveodepartment. In
writing the reappointment letter, the departmeraticis speaking on
behalf of the department. In a situation wherevibes of the department
chair is contrary to the others in the departmiat chair must clearly
delineate her or his opinion from that of othendc members.

C. The department chair shares the reappointment leitie the candidate
before sending it to the division head and alldwesdandidate a chance to
respond. The department chair may or may not rekiséetter as she or
he deems appropriate before sending it to theidivisead.

d. The chair then sends the reappointment letteraalivision head.

e. The division head reviews the letter, sits in ofeast one class, and
personally interviews the candidate. The divisieadvmakes sure that the
process has been followed and that the departrhants
recommendation is consistent with the evidence.difision head
follows up on any problems or irregularities in firecess that he or she

identifies.
f. The division head submits her or his reappointriettegr with the
reappointment letter from the department chaihtodcademic dean.
g. The academic dean makes a recommendation to thiel@né of the

college, who makes the final decision.
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h. The academic dean meets with the faculty membehdee the final
decision regarding reappointment and writes a emhicy statement for
the file.

i. A decision against reappointment will be reviewgdhe Faculty
Personnel Committee upon the written request ofabglty member. The
request must be sent to the chair of the FPC wahidays of the faculty
member receiving the negative reappointment datisio

Section 3: PROCEDURES FOR FORMATIVE REVIEW, REAPPOINTMENT,
AND CONTRACT TERMINATION OF FULL-TIME ADJUNCT AND
TEACHING SPECIALIST FACULTY

Evaluation of adjunct faculty, with respect to teiag, advising, campus service,
community service, and professional developmetigvie established procedures and
will be conducted by the department chair and dwisiead and not the FPC. Normal
evaluation procedures may be supplemented by reemaiations or professional
assessments sought by the academic dean or thegmtesutside of normal faculty or
administrative resources in those cases in whighdetermined that special expertise is
required.

Each teaching specialist position has its own Spedormance criteria determined at the
time of hire by the department chair, academic geahFPC. Evaluation of teaching
specialist faculty is based on the criteria inctidethe individual’'s personnel file held in
the academic dean’s office. Normal evaluation pdoces may be supplemented by
recommendations or professional assessments sy academic dean or the
president outside of normal faculty or administratiesources in those cases in which it
is determined that special expertise is required.

The file created for reappointment described is Haction is open to the candidate, the
members of the FPC, the chair of the departmestipervisor, the division head or, the
academic dean, and the president of the college ddhuments submitted for the files
are the property of the college.
3.1.1. Formative Review
The department chair and division head conduchana formative review of all full-
time adjunct and teaching specialist faculty. Torerfative review normally takes place
in the spring of each year.
3.1.2. Timing and Procedures
3.1.2.1.Semester of the Formative Review

a. As part of all regular reviews, the chair of FPQl whnounce the

review. Signed letters will be accepted for thedidates file in the
academic dean’s office. The letters should addtessriteria for
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reappointment, promotion and tenure as statednmp&in College
Faculty Handbook Part II: Personnel Policies, $&cii. (See Simpson
College Faculty Handbook Part VII: Appendix B faatdils regarding
the guidelines.)

A file is created in the academic dean'’s officee Tite includes the
candidate’s current vita, teaching evaluations, ahkktters submitted
during the process. The candidate writes a selfdatian and submits
current syllabi for the file. The department chenicourages all tenured
members of the department to write letters forfillee The candidate
may review the file.

For adjunct faculty, the chair visits at least wlasses. For teaching
specialist faculty, the chair meets with the caatidand with others in
and out of the department as appropriate.

The chair summarizes the file and the work of tmufty member in a
letter. In the case of adjunct faculty, the leleould address the four
criteria outlined in Simpson College Faculty Hanolh®art II:
Personnel Policies, Section 7 on teaching, advigirafessional
development and service. In the case of teachiagaigsts, the chair
should use the criteria developed for the spepibisition. The criteria
will be included in the individual's personnel fireld in the academic
dean’s office. The letter should focus on the mal®gained through
the review process and found in the file. The testeould be shared with
the faculty member.

Once the faculty member has received it, the depart chair schedules
a meeting so that the faculty member has an oppitytto respond to
the letter. After the meeting, the department chway revise the letter.
The final formative letter is included in the cashatie’s reappointment
file.

3.2.1 Reappointment

Each year the department chair and division hedccanduct a review for the purpose
of reappointment for all adjunct and teaching splestifaculty.

3.2.2. Timing and Procedures

3.2.2.1. The Semester of the Reappointment Review

a.

The chair writes a letter regarding reappoimtmi¢ is based on the
formative review. In addition, the chair shouékk the opinions of all
tenured members of the department regardingetygpointment of the
candidate.

The chair creates a letter regarding reappointmoktite candidate that
summarizes the work of the candidate and the wiethve department. In
writing the reappointment letter, the departmédraicis speaking on
behalf of the department. In a situation whereviba of the department
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chair is contrary to the others in the departmiget chair will clearly
delineate her or his opinion from that of otherulay members.

The department chair will share the reappointrietter with the
candidate before sending it to the division heatlalow the candidate a
chance to respond. The department chair may gmoerevise the

letter as she or he deems appropriate beforerggitdp the division head.
The chair then sends the reappointment lettdrdalivision head.

The division head reviews the letter, sits in bleast one class, and
personally interviews the candidate. The divisi@ad makes sure that
the process has been followed and that the depattchair's
recommendation is consistent with the evidence. ditiision head
follows up on any problems or irregularities i forocess that he or she
identifies.

The division head submits her or his reappointriettgr with the
reappointment letter from the department chath&oacademic dean.
The academic dean makes a recommendation todk&lent of the
college, who makes the final decision.

The academic dean meets with the faculty membe&haee the final
decision regarding reappointment and writes aloolieg statement for
the file.

A decision against reappointment will be reviewgdhe FPC upon the
written request of the faculty member. The requasst be sent to the
chair of the FPC within 30 days of the faculty memieceiving the
negative reappointment decision.

3.3.0 Contract Termination

a.

In the event of termination for reasons otlm@ntfor gross misconduct or
miscarriage of professional responsibility durthg extended multi-year
contract period, an incumbent adjunct contract b&yerminated upon
consultation with the FPC if written notice of suelhmination is provided
to the incumbent by May 31 of the year prior torteration.

Individuals holding one-year contracts may be teated by the
administration for reasons other than gross misgcinor miscarriage of
professional responsibilities if written noticepiovided of such
termination by March 1, of the contract year.

In the case of gross misconduct or miscarridgeajessional
responsibility, an incumbent may be terminatedngttane during the
contract period on thirty days’ written notice,tbirty days’ pay in lieu of
such written notice.
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Section 4: PROCEDURES FOR MID-PROBATIONARY
(THIRD-YEAR) REVIEW AND REAPPONTMENT

The FPC conducts the review for faculty midwayeoure. Normally, this will happen in
the third year of appointment for faculty with a-giear probationary appointment. If a
faculty member is hired with one or more yearsrepus service credited towards
his/her tenure review, the midway review will tgdace in the year that is half-way to
their tenure year. For example, a faculty membeergthree years’ credit towards tenure
would be reviewed in his/her second year of service

The FPC will appoint one of its members to chadr teview committee for the faculty
member under mid-probationary review. Each facolgmber under review will have a
different review committee. Whenever possible,RRE member chairing the review
committee will not be a member of the division loé faculty member under review.

The file created for mid-probationary review delsed in this section is open to the
candidate, the members of the FPC, the chair ofi¢ipartment, the division head, the
academic dean and the president of the collegeddbements submitted for the files are
the property of the college.

4.1.0 Evaluation Procedures for Faculty Midway &mire

4.1.1. Timing and Procedures

4.1.1.1. The Semester before the Review

a. The designated FPC member meets with the candmlae&termine dates
of the review, and membership of the review conemitt
b. The review committee consists of the FPC membergdépartment chair,

division head and one tenured faculty member froiside the
department. The review committee is chaired byRIR€ member.

C. The person under review provides the review conamithair with the
names of three tenured faculty members from outsidelepartment, one
of whom will be asked by the review committee chaiserve on the
review committee. If the faculty member under rewigants to include an
outside evaluator as a part of the review procdssor he will provide the
review committee chair with the names of three ltgamembers within
the discipline at other institutions, one of whoil ae asked by the
review committee chair to serve as an off-campaguayor.

d. If an off-campus evaluator is used, their role Ww#l to provide the review
committee an objective evaluation of the facultymber under review
using the accepted criteria for tenure and promoflthe evaluation will
be based on a review of the materials in the fikg @idence gathered
during a campus visit. The selection of the outsid@uator and campus
visit will be governed by guidelines approved bg #PC (see Simpson
College Faculty Handbook Part VII: Appendix C).
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4.1.2. The Semester of the Review

a.

A file is created in the academic dean’s office.past of all regular
reviews, the chair of FPC will announce the reviSwgned letters will be
accepted for the candidates file in the academaa’deoffice. The letters
should address the criteria for reappointment, pt@n and tenure as
stated in Simpson College Faculty Handbook PaRélsonnel Policies,
Section 7. (See Simpson College Faculty Handba@ok\RI: Appendix B
for details regarding the guidelines.) The FPdrcllao announces the
deadline for the closing of the file.

A file is created in the academic dean'’s officéédd these letters. The
file includes the candidate’s current vita, teaghéwvaluations, and all
letters submitted during the process. The candidaékevrite a self-
evaluation and submit a current vita and syllabil@ file. The candidate
will be permitted to review the file.

The first meeting of the review committee isarigational. The
committee reviews the conflict of interest poliagydeorganizes class visits.
Each member of the committee sits in on at leastclass, individually
interviews the candidate and reviews the file.

If an off-campus evaluator is used, the committeair arranges for the
visit of the off-campus evaluator. The evaluatanmarizes her or his
findings and sends a letter to the review commiteénclusion in the
file.

At the second meeting, the review committeeulises the substance of
the letter that will summarize its findings. Themoittee chair drafts the
formal letter and, after approval by members ofdbmmittee, sends it to
the candidate. The letter should address the fteria outlined in
Simpson College Faculty Handbook Part II: PersoRdicies, Section 7
on teaching, advising, professional developmentsandice. The letter
should focus on the materials gained through thieweprocess and found
in the file.

Once the candidate has received the letteredimgewith the committee is
scheduled so that the faculty member has an opptytio respond to it.
After the meeting, the committee may or may notsevthe letter as it
deems appropriate.

The letter is submitted to the FPC.

The FPC reviews the file, meets with the canidand makes
recommendation regarding reappointment for thevahg year of the
faculty member to the academic dean.

The academic dean makes a recommendation faréisedent of the
college, who will then make the decision. The acaidalean shares the
decisions of the FPC, the dean, and the presidempersonal meeting
with the faculty member and writes a concludingesteent for the
candidate’s personnel file. The concluding statergeshared with the
candidate and with the FPC.
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k. A decision against reappointment will be revieivioy the FPC upon the
written request of the faculty member. The requasst be sent to the
chair of the FPC within 30 days of the faculty memieceiving the
negative reappointment decision.

Section 5: PROCEDURES FOR TENURE

The FPC conducts the tenure review. Normally, ighia the sixth year of full-time
service unless specified otherwise in the faculéber’s contract.

The file created for tenure described in this secis open to the candidate, the members
of the FPC, the chair of the department, the divigiead, the academic dean, the
president of the college, and the board of trusfBes documents submitted for the files
are the property of the college.

5.1.0 Procedures for Tenure Review
5.1.1 Timing and Procedures

5.1.1 The Semester Before the Review
a. The chair of the FPC meets with all candidatesauttines the process.
b. Candidates are requested to submit letters fronotwoampus colleagues
and two off-campus colleagues.
c. Candidates are briefed on the expectations fos¢lfesvaluation.

5.1.1.1. The Semester of the Tenure Review

a. A file is created in the academic dean’s office.past of all regular
reviews, the chair of FPC will announce the revi®gned letters will be
accepted for the candidates file in the academan’deoffice. The letters
should address the criteria for reappointment, teon and tenure as
stated in Simpson College Faculty Handbook PaRdlsonnel Policies,
Section 7. (See Simpson College Faculty Handb@ok\RI: Appendix B
for details regarding the guidelines.) The FPdrcllao announces the
deadline for the closing of the file.

b. The file will contain all materials related teetprocess, including,

» the candidate’s current vita,

* current syllabi

* aself-evaluation,

» two letters requested from faculty colleagues gular appointments on
campus and,

» the candidate has the option to include two lettegsiested from off-
campus colleagues within the discipline, studeatwations, and other
letters submitted. (See Simpson College Facultyddaak Part VII:
Appendix B for guidelines.)

C. The department chair, the division head and &aulved faculty member
in the department is expected to write a lettetHerfile. Letters should

Revised: Academic Year 2008-09



13

speak to the criteria for promotion listed in Simp<ollege Faculty
Handbook Part I: Personnel Policies, Section 7.

d Two members of the FPC visit the candidate’sseésasinterview the
department members, and interview the candidate.

e. Upon the closing of the file, the FPC meets whihcandidate.

The FPC bases its decision on the informatidlected for the review and

the materials contained in the file.

g. The FPC makes a recommendation to the acadesaic d
The academic dean makes a recommendation to thiel@né of the
college, who makes a recommendation to the boandistees, who make
the decision.

h. The academic dean shares the decisions of thetRP@ean, the
president, and the board of trustees with the faenember in a personal
meeting and writes a concluding statement for #relwlate’s personnel
file. The concluding statement is shared with thiedidate and with the
FPC.

i. A decision against tenure will be reviewed by tlaety Personnel
Committee upon the written request of the faculgmer. The request
must be sent to the chair of the FPC within 30 ddytke faculty member
receiving the negative reappointment decision.

o

Section 6: PROCEDURES FOR PROMOTION

6.1.0 Eligibility for promotion is determined by the paikes outlined in Simpson
College Faculty Handbook Part Il: Personnel Pddictection 7.

The file created for promotion described in thistem is open to the candidate, the
members of the FPC, the chair of the departmeatditvision head, the academic
dean, the president of the college, and the bdardistees. The documents submitted
for the files are the property of the college.

6.1.1. Timing and Procedures
6.1.1.1. The Semester of the Review

a. A file is created in the academic dean’s office.past of all regular
reviews, the chair of FPC will announce the revi€wgned letters will be
accepted for the candidates file in the academao’deoffice. The letters
should address the criteria for reappointment, pt@n and tenure as
stated in Simpson College Faculty Handbook PaRélsonnel Policies,
Section 7. (See Simpson College Faculty Handba@ok\RI: Appendix B
for details regarding the guidelines.) The FPdrcllao announces the
deadline for the closing of the file.

b. The file will contain all materials related twetprocess, including,

» the candidate’s current vita,
» the candidate’s current syllabi,
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* aself-evaluation,

* two letters requested from faculty colleagues gular
appointments on campus

* the candidate has the option to include two lettegsiested from
off-campus colleagues within the discipline, studmraluations,
and other letters submitted. (See Simpson Colegeilty
Handbook Part VII: Appendix B for guidelines.)

C. The department chair, the division head art éenured faculty member
in the department is expected to write a lettetHerfile. Letters should
speak to the criteria for promotion listed in Simp<ollege Faculty
Handbook Part II: Personnel Policies, Section &ttdrs should speak to
the criteria for promotion listed in Simpson Cokegaculty Handbook
Part 1l: Personnel Policies, Section 7.

d. Two members of the FPC visit the candidatiisses, interview the
department members, and interview the candidate.

e. Upon the closing of the file, the FPC meetsiwhe candidate.

f. The FPC bases its decision on the informatidlected for the review and
the materials contained in the file.

g. The FPC makes a recommendation to the acadesaic d

The academic dean makes a recommendation to thiel@né of the
college, who makes the decision.

h. The academic dean shares with the faculty methkeedtecisions of the
FPC, the dean, and the president in a personalngestd writes a
concluding statement for the candidate’s persofileelThe concluding
statement will be shared with the candidate ant thi¢ FPC.

I. A negative decision may be reviewed by the Fadedysonnel Committee
upon the written request of the faculty member. f@tpiest must be sent
to the chair of the FPC within 30 days of the facahember receiving the
negative reappointment decision.

6.2.0 Procedures for Promotion to Associate ProfesstirealTime of Tenure

a. Faculty members nominated for tenure while atréimk of assistant
professor are automatically nominated for promotmassociate
professor.

b. The procedures for tenure outlined in Simpson @elldandbook Part IlI:

Personnel Procedures, Section 5 will be used f@raening the
promotion to associate professor.

C. The decision to recommend promotion to associaifepsor is separate
from and is contingent upon the granting of tenure.
d. Normally, the FPC bases its decision to recommeanhption to

associate professor solely on the information cteie for the tenure
review. When it deems it appropriate, the FPC nesk idditional
information to augment that collected for the tenaview.
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Section 7: PROCEDURES FOR POST-TENURE REVIEW

Tenured faculty (unless otherwise evaluated fonqmtion) will be evaluated by the same
instruments and procedures every fifth year of eon8ve service. Tenured faculty will
be evaluated using a self-evaluation, two peerati@ns, and interviews with the FPC.
The FPC and the academic dean will issue a lisgrafred faculty to be evaluated and
schedule of review dates.

The goals and objectives to be addressed in thesauation materials are stated in
Simpson College Faculty Handbook Part II: PersoRadicies Section 7. Student
evaluations along with any other supporting documt&n may be included in the self-
evaluation sent to the chairperson or other detggnsupervisor, the FPC, and the
academic dean. Supervisors will meet with the tgdol discuss the criteria addressed.
Chairpersons’ evaluations are presented to the #feQjean and the evaluated faculty.
Peer evaluations are required by at least two persominated by the faculty member
being evaluated. The peer evaluations are to daksisaculty member in continuing to
pursue professional development and improve pedooa.

If the evaluated faculty is a chairperson, at léasttenured peers from the Simpson
College faculty (one of whom should be from witkine same department as the faculty
member under review, if possible) should be invitederve as peer evaluators.

The FPC review process will usually include anmvitawv with the faculty member
during or after the evaluation process. Upon cotigieof the process, the FPC
recommendations shall be forwarded to the acadde@no and a summary of the FPC
concerns and recommendations shall be forward#tettaculty member. The academic
dean may, at his or her discretion, respond td-t#@ and the faculty member regarding
the review.

Section 8: PROCEDURES FOR SABBATICAL REVIEW
8.1.0 Sabbatical L eave

As time and resources allow, all tenured facultshvait least six years of service at
Simpson College, regardless of rank and includiegpresident of the college and the
deans of the college, who have not recently hagihnsxte leave on any basis, may apply
for sabbatical leave during the following acadeg@ar, subject to the following
conditions:

» Application has been made by November 15 priohéintended sabbatical year.

» The applicant will have completed six years of-tiuthe service on the Simpson
faculty by the date of the sabbatical.

» The sabbatical proposal has been determined toadequate standards
consistent with responsibilities of the applicataond the needs of the college, and
has been approved by the president and the boandstées after consultation
with the faculty member, head of the departmerander academic affairs, and
the faculty personnel committee.
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All such leaves shall be subject to the followingions and conditions:

* The faculty member is expected to file a writtepa of the sabbatical
accomplishments and activities with the dean’scefind the faculty personnel
committee within sixty days of the terminal datdlof leave.

* The faculty member is expected to return to teaghuties at Simpson for at least
one year following the sabbatical, unless the tgaulember and the college have
mutually agreed to an understanding contrary ® ¢kpectation.

» A sabbatical leave may be granted for either adiafipring semester with full
salary, or for a full year at one-half salary.

» Semester sabbatical leaves may include the Mayupon application, provided
such a leave does not involve release from more dha-half of the normal
twenty-four semester hour yearly teaching load irequent.

» Sabbatical leave periods count toward the requingsrfer promotion to the next
academic rank.

+ Staff health and life insurance benefits continBetirement benefits are based
upon actual compensation during the sabbaticabgeri

After a sabbatical leave, a faculty member or adstristor (as defined above) may, after
six years of full-time service at Simpson, becotigilde again for a sabbatical leave. A
leave of absence (see below) does not count toglibility for a sabbatical leave.
Once one is eligible for a sabbatical leave, thgil®lity is sustained annually until one
undertakes the sabbatical leave.

8.2.0 Leaves of Absence

The college administration and trustees endeavioenever possible, to grant leave of
absence without pay upon request, but the timetspethe leave usually shall not count
toward the time necessary for earning tenure ammtonotion. Staff benefits usually do
not continue during a leave of absence. Mediclrance coverage, however, may be
negotiated with the college administration.

Leaves of absence with partial pay may be graritie icircumstances warrant this
action, but the time spent in this status usudigllsot count toward the time required
for tenure and/or promotion.

8.3.0May Term Leave

All regularly appointed faculty members are expédteteach approved courses in the
May Term. Leaves may be granted under the follgwaonditions:

» A faculty member may request a leave in conjunctvith a semester or full
year's leave, as described under the conditiona &abbatical leave. If approved,
staff benefits continue, based upon the actual emsgtion for the contract
period.

* A faculty member may request a leave for the MagnTafter three consecutive
years of teaching May Term to undertake an apprededational or professional
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project. May Term leave should be evaluated apdoved through the normal
procedures for sabbatical by the faculty personogimittee and the
administration. Faculty applying for May Term leawill be expected to show
benefits to the college for such leaves. Preferavitt be given to May Term
leaves designed to develop innovative May Termsemiof high academic
quality.

» Departments that feel they cannot meet studentsng@ang the regular semester
may petition the dean to allow faculty to teacheofr4 basis. Formal requests
shall be made annually for such exemptions an@®#sn will report to the May
term subcommittee the exemptions granted and #sons for them.

Should the college determine at any time to sulietén interim term or make a radical
calendar change, other than one occurring in thetimaf May, the above conditions
shall be modified consistent with the above cormsitiigns.

Section 9: PROCEDURES FOR RESOLVING GRIEVANCES OTHER THAN
SALARY, ALLEGED DISCRIMINATION AND SEXUAL HARASSEMENT

A faculty member who has a grievance about anyanather than alleged
discrimination or sexual harassment may petiti@RRC for redress. Faculty with
grievances regarding alleged discrimination or aékarassment should contact the
academic dean or the human resources office. Atfaciember with a grievance about
salary should consult Simpson College Faculty Hao#lPart Ill: Personnel Procedures,
Section 10.

The petition will set forth in detail the naturetbe grievance and will state against
whom the grievance is directed. It will containttaad data or other material that the
petitioner deems pertinent to the case. The FPQdetérmine whether the petition
warrants a complete inquiry or whether the petisbould be dismissed.

If the FPC decides that the case merits full carsition, it will first attempt informally
through conversations with both parties to restiematter to the satisfaction of all
parties directly involved.

If the grievance is not resolved informally, therouittee will conduct a hearing. The
hearing will be conducted by rules establishedneyRPC for each individual
circumstance. If appropriate, findings and recomaagions for disposition will be
reported by the FPC to the parties immediately Iveah, and with the concurrence of all
parties, to the faculty and the administration.

The decision may be appealed to the academic dedrthen to the president, and
ultimately the board of trustees, if they are ratty to the original grievance.
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Section 10: PROCEDURES FOR GRIEVANCES CONCERNING SALARY

The complainant shall file a written grievance wiltle dean for academic affairs within
seven days of the receipt of the contract leffére grievance shall outline the nature of
the complaint and may contain such factual or ottifermation that the complainant
wishes to include. The complainant may also reiinas he/she be allowed to make a
personal presentation to the dean. The deangiaait this request as expeditiously as
possible.

Within seven days after the grievance has beed, fitee dean for academic affairs shall
respond in writing to the complainant. A copy lo¢ tdean’s report and recommendation
shall be sent to the president of the college.

After receiving the report of the dean, the comqat, within five days, may file a
written appeal with the president of the colle@gther the complainant or the president
may request a meeting concerning the grievance. pfésident shall respond in writing
to the appeal within fourteen days of its filing.

The period for accepting or rejecting the contsdall extend until the grievance process
has been completed.

The grievance and all replies to it shall becorpara of the complainant’s permanent
personnel file at Simpson.

Section 11: PROCEDURES FOR APPEALING MINOR AND SEVERE
SANCTIONSOTHER THAN DISMISSAL

A faculty member who believes a minor or a sevéseiplinary sanction, other than
dismissal, has been levied inappropriately agdiimstor her by the administration may
petition the FPC for redress.

The petition will set forth in detail in what walyet faculty member believes the sanction
is inappropriate and will state how the matter rhiggaredressed. It will contain factual
data or other material which the petitioner deeetsipent to the case. The FPC will
determine whether the petition warrants a compiejeiry or whether the petition should
be dismissed.

If the FPC decides that the case merits full carsition, it will first attempt informally
through conversations with both parties to restiematter to the satisfaction of all
parties directly involved.

If the matter is not resolved informally, the conttee will conduct a hearing. The
hearing will be conducted by rules establishednayRPC. If appropriate, findings and
recommendations for disposition will be reportedtry FPC to the parties immediately
involved, and with the concurrence of all partiesthe faculty and the administration.
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The decision may be appealed to the academic tleamio the president, and ultimately
to the board of trustees, if they are not partgheooriginal grievance.

SECTION 12: FACULTY PERSONNEL FILES

Personnel files (as defined by lowa statute) crceatel held by Simpson College on an
individual faculty member are available for revibwthe individual. The personnel files
covered by lowa statute include the personnekélat in the human resources office and
the personnel file kept in the academic dean’seffConfidential recommendations
received at the time of hiring may be excluded frewiew.

Faculty may also review the contents of the filegteem created by the FPC for the
purpose of evaluation, tenure and promotion thatregularly kept in the academic
dean’s office.

The files described above and their contents a@tbperty of the college.
SECTION 13: AMENDMENT PROCEDURES

An individual faculty member or group of faculty mbers may propose an amendment
to the Faculty Personnel Procedures. Amendmenss lbeuapproved by a majority vote
of the faculty after a twenty-eight day waiting jpersubsequent to introduction to the
faculty. Amendments to procedures in the Faculipdtbook will become effective
when they have been approved by the board of gsstESimpson College or their
designee.
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