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Mission Statement 

Revision Date Version Key Change or 
Comment 

Approved by See also 

August, 2011 1    

The Department of Communication Studies is a group of teachers/scholars dedicated to several 
distinct purposes within the university and in various communities.  Housed primarily in the 
social sciences, the department also recognizes, embraces, and represents the humanities and 
liberal arts roots and foundations of its discipline.  Above all, our primary purpose is to provide 
our majors an undergraduate degree program in which the philosophy, practice, criticism, 
and study of communication are emphasized and balanced.  Specifically, we seek to integrate 
application with theory.  Such integration makes our program well suited to preparing our 
students for both graduate education and professional careers. 
 
 Our commitment is to undergraduate education, and to an involvement with our students that 
is dynamic and interactive.  We wish to serve as models of the subjects we teach. As educators, 
the  department values reasoned advocacy,  artistic expression, and pragmatic success.   We 
consider our students potentially responsible consumers of communication who can use, 
analyze, and create it effectively.  

  Because communication studies is a broad discipline, we expose our students to the variety of 
contexts in which communication takes place.  Across the four primary areas of intrapersonal, 
interpersonal, group, and public communication, we investigate numerous styles and modes of 
interaction.  The department covers the spectrum of applied communication, ranging from 
rhetoric, public address and performance studies to communication technologies, including 
media production and computer-assisted interaction.    
 
As a group, we are committed to scholarly and artistic endeavors germane to the courses we 
teach.  We explore all viable research and creative venues that afford scholarly expression.  
These include texts, articles, broadcast artifacts, digital media products, scripts, performances, 
convention/conference presentations, workshops, and seminars.    

Service to our discipline, college, university, community, and region is also a vital part of our 
mission.  Sharing communication expertise with these publics enhances the department’s 
visibility and credibility, and helps promote our program as well as the university’s general 
directive.  In addition to faculty pursuits, students combine academic enrichment and service 
initiatives through course practicum obligations, directed individual study, internships, and 
through participation in the Communication Studies Society, Lambda Pi Eta Honor Society, 
Storytelling in the Community, and UNCW Advertising Chapter.  
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Departmental Committees Policy 
 

Revision Date Version Key Change or 
Comment 

Approved by See also 

 1st    

 
(Standing Committees) 

 

 Admissions and Gateway (Recommends policy for what courses should serve as gateway 
courses to the major and/or other courses.  Also recommends policy for course 
enrollment.) 

 Advancement (Recommends ways to promote the department with all of its publics.) 

 Assessment (Recommends policy and procedure for all items related to assessment.) 

 Curriculum (Reviews and recommends new course proposals, basic studies courses, 
catalog copy, and course rotation policy.) 

 Policy (Recommends policy and best practices  for all personnel-related items such as 
annual review, professional development and travel, office hours, etc.) 

 Faculty Mentoring and Evaluation  (Recommends policy for mentoring and evaluating 
full and part-time faculty.)  
 
 

(Ad Hoc Committees) 
 

 Search Committee (Carries out searches for new faculty hires.) 

 Student Handbook Committee (Reviews and recommends all policies related to 
departmental student organizations.) 
 

 
Committee Membership Selection: 
 
Committee membership is self selected through volunteering.  In the event that there are not 
enough volunteers for a given committee, the chair will appoint an individual to a committee 
after consultation with the faculty member.  All committees shall be composed of no more than 
three  faculty.  A committee chair will be selected by the members of a committee during the 
committee’s first meeting. 
  



6 
 

Administrative Positions and Duties Policies (Chair Recommendation)  
 

Revision Date Version Key Change or 
Comment 

Approved by See also 

 1st    

 

Chair Duties:   Oversees program coordination, curriculum development, and review of 
department’s degree program(s). Develops and maintains—with the advice of faculty—
departmental objectives, long-term planning, and on-going evaluation procedures.  Manages 
department’s annual budget, trust fund, scholarships, and fund-raising activities.  Prepares 
departmental schedules and teaching assignments.  Hires, supervises, and evaluates 
departmental staff and student workers. Supervises and evaluates faculty.  Manages the 
physical resources of the department.  Mediates faculty/student disputes.  Provides reports and 
recommendations requested by upper administration.  Serves as liaison to outside 
constituencies. 

 
Chair Recommendation Process: 
1. By the last day of February in the year prior to the last year of the chair’s term, the chair will 
call a meeting to address the issue of selecting a chair following the current term. The full-time 
faculty will meet, choose a committee chair from among the tenured faculty, and decide by 
majority opinion if the next department chair will be selected from within the department or if 
a national search is desired. 
 
2.  Should a majority of the department faculty desire a national search, the chair of the 
selection process will communicate that request to the CAS dean. If  approved, the department 
will follow the CAS national search policy, permitting current faculty to apply for the chair 
position. 
  
3. If the selection of a new chair is to occur within the department,  the department will appoint 
a faculty member who is a non-candidate to supervise the selection process. This individual will 
typically be a tenured faculty member, unless all tenured faculty members other than the 
current chair are candidates for the chair’s position. Under these circumstances, the search 
committee chair will be elected from the untenured tenure-track faculty or as appointed by the 
CAS dean.  
 
4. The faculty member supervising the selection process will notify all tenured associate and full 
professors of their eligibility for the position of department chair. Nominations, including self-
nominations, are to be communicated to the full-time faculty within one week of the decision 
to select the chair from within the department. At the same time all full-time faculty will be 
notified of the impending election for the department chairperson.  
 
5. All faculty eligible to vote for chair must be given the opportunity to vote (see “Definitions of 
Faculty Ranks and Voting Status” for clarification).  
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6. Non-candidate eligible faculty will vote by secret ballot and sign a tally sheet acknowledging 
that they have cast a vote.  
 
7. An external search for chair, even if it includes an internal candidate, will be treated as a 
faculty search and not simply an election of a chair.  
 
8. Should three or four names be placed in nomination, a preliminary vote will take place. The 
two candidates with the most votes will then participate in a run-off election. In case of a tie at 
any stage of the selection process, the preliminary process will continue until two final 
candidates are identified.  
 
9. The faculty member supervising the election will contact all full-time faculty in absentia to 
gather their votes. Non-candidate absentee faculty should be polled prior to the on-campus 
faculty meeting during which the vote will take place and their vote kept confidential.  
 
10. The ballots, tally sheet, and absentee faculty votes should be placed in an envelope and 
forwarded to the CAS dean.  
 
11. The faculty member supervising the election will communicate the election results to the 
CAS dean immediately following the election.  
 
12. The initial term of an incoming chair is four (4) years beginning July 1 of a given academic 
year.  After serving an initial term of four (4) years, the chair may elect to run for shorter terms 
of between two (2) and four (4) years. Any faculty member wishing to run as an alternate to the 
current chair would seek a four (4) year term even if the current chair seeks a term less than 
four (4) years. 
 
Assistant Chair Goals: 
1. Expands departmental administrative and development initiatives  
2. Absorbs some of the bureaucratic responsibilities that may fall to full-time or part-time 
faculty members. 
3. Expands departmental visibility and participation in on-campus and off-campus events  
4. Collaborates with the department Chair to evaluate administrative scenarios, conduct 
research in support of administrative tasks, compose drafts of policies and procedures for 
presentation to the faculty, and work with departmental standing committees and  ad hoc 
groups relative to various agenda items.  
 
Assistant Chair Duties:  
The Assistant Chair’s tasks will be shaped, in part, by that individual’s particular talents  
and interests in concert with those of the department Chair. During a given semester or  
academic year, an Assistant Chair may:  
 
1.    Constructs the subsequent semester’s schedule  
2.    Coordinates the assessment and mentoring of part-time faculty  
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3.    Takes minutes at department faculty meetings and selected standing committee or 
        ad hoc group meetings  
4.    Serves as a resource during senior faculty RTP and PTR meetings to ensure compliance 
        with department, college, and university policies  
5.    Collaborates with PCOM administrators/advisors to analyze special cases and assess 
       admissions gateway procedures  
6.    Joins others in representing the department at visitation and orientation sessions  
7.    Assists the Chair with graduation audits and in contacting/assisting with problem cases 
8.    Assists the Chair with departmental events such as the Annual Picnic, Communication 
        Studies Day, Annual Banquet, and Fall/Spring commencement ceremonies 
9.     Regarding guest speakers, solicits recommendations from faculty colleagues, contact 
        prospective speakers, and coordinate logistics 
10.  Assists the Chair with the department’s outcomes assessment report (alumni surveys, 
        senior Discipline Capstone surveys, internship supervisor surveys, employer feed- 
        back, alumni feedback, etc.)  
11.  Assists the Chair with the analysis of space and resource needs, including equipment, 
        software, and other instructional supplies, as well as acquisition of necessary items 
12.  Assists the Chair in preparing requests to upper administrators for enhancements to the 
        Department’s faculty lines, curriculum, infrastructure, or policies/procedures  
13.  Assists the Chair in coordinating activities among the unit’s student organizations  
        (Communication Studies Alumni Chapter. Communication Studies Society, Lambda  
        Pi Eta Honor Society, Storytelling in the Community, and Public Relations Student  
        Network)  
14.  Assists the Chair in soliciting nominees and selecting student recipients for a variety of  
        departmental scholarships, academic commendations, and achievement awards  
15.  Assists the Chair in meeting with prospective students and their parents  
16.  Assists the Chair in preparing the department’s annual report to the CAS Dean  
17.  Assists the Chair in writing, editing, and soliciting material for the department’s  
        annual newsletter  
18.  In the Chair’s absence, reviews and approves administrative or curricular forms such as  
        e-travel authorizations or reimbursements, grade change forms, transient study  
        forms, Directed Individual Study forms, and substitution/waiver forms  
19.  Assists the Chair with advancement and development initiatives  
20.  Researches issues and launch initiatives new to the department based on faculty 
        dialogue and vote and/or Chair request 
  
Assistant Chair Compensation:  
The Assistant Chair is granted a one-course reduction per Fall and Spring semesters in  
exchange for administrative contributions. The Chair and Assistant Chair negotiate and  
document the latter’s duties in a semester-based plan to ensure such work is  
approximately equivalent to teaching one class. A research active Assistant Chair would  
typically teach two courses per term, while a non-research active Assistant Chair would  
teach three courses. The Assistant Chair has no official obligations during Summer terms, but 
may be occasionally asked to cover administrative duties in the Chair’s absence. The Assistant  
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Chair retains a nine-month contract and, as such, qualifies for teaching compensation  
during Summer terms and remains in normal rotation for Summer teaching opportunities.  
 
 Assistant Chair Term:  
The Assistant Chair position does not carry a term, as the Chair may select a different  
Assistant Chair at any time. Similarly, the Assistant Chair may opt to relinquish the  
position at any time, without repercussion, during the Chair’s term. Apart from  
extenuating circumstances, a minimum one-year commitment is required of an Assistant  
Chair. A new Chair has no obligation to a seated Assistant Chair. An incoming Chair  
may retain the current Assistant Chair (subject to that individual’s interest) or the new  
Chair may issue a call for applicants.  
 
Assistant Chair Selection Process:  
1. The department Chair issues a call and sets a due date for applications.  
2. All tenured faculty members are eligible to serve as the Assistant Chair.  
3. Applicants respond to the following questions:  

a. Why are you interested in serving as Assistant Chair?  
b. Why are you particularly suited to serve as Assistant Chair?  
c. How would you improve one existing element of the department?  
d. Describe one new activity or initiative you’d explore.  
e. Please provide other information or supporting materials at your discretion.  

4. The department Chair reviews the applications and, if necessary, meets with each  
candidate to discuss application responses and other relevant issues. The department  
Chair selects a nominee, reports the choice to the COM faculty and staff, and presents the  
individual’s name to the CAS Dean. Contingent on the Dean’s approval, the Assistant  
Chair is appointed. If the Chair is unable to make a selection based on application  
responses and interviews, s/he may consult with non-applicant senior faculty members in  
order to reach a decision.  
 
Internship Coordinator Duties: 
 
Advises students on what internships are available.  Assists students in enrolling in internships 
for credit.  Monitors progress of students enrolled in internships.  Serves as liaison between the 
department and internship site supervisors. 
 
 
Internship Coordinator Selection:  
After consultation with senior faculty, the department chair will appoint the internship 
coordinator. 
  



10 
 

Personnel Policies 
 

Recruitment and Hiring of Faculty;  Composition and Function of Search Committees 

 

Revision Date Version Key Change or 
Comment 

Approved by See also 

Fall, 2010 2nd  All Faculty  

 
Purpose: 
To specify recruitment and selection procedures that are consistent with the UNCW EEO/AA 
Policy and UNC Policy Manual and to ensure consistency in screening and hiring candidates at 
the department/school level. 
 
Guiding Principles:  
The guiding principles of this policy are to ensure consistency, fairness, and equity in the 
recruitment, screening, and hiring process.  A second guiding principle is to hire the candidate 
whose qualities and competencies best meet department/school needs. The hiring process is 
intended to be positive and transparent process for all those involved. Ultimately faculty are 
responsible for all stage of the hiring process. All members of the department adhere to the 
highest standards of professional conduct, including confidentiality, throughout the hiring 
process. 
 
Roles and Responsibilities:  

Chair: The Chair/Director is responsible for ensuring the integrity of the hiring process.  
The Chair/Director is an effective liaison between the faculty, the Search Committee, the Dean, 
and Human Resources. The Chair is responsible for communicating the departmental hiring 
decision to the Dean and Human Resources, and upon approval to the candidate. 

 
Search Committee:  The Search Committee is responsible for complying with HR policies 

related to hiring, drafting the position description, recruiting and screening of applicants. The 
Search Committee Chair is responsible for maintaining timely communication with the 
department/school Chair/Director.  The Search Committee works with and seeks input from the 
faculty in these processes. The Search Committee presents applicants to the 
department/school and facilitates the interview process. 

 
Faculty: Faculty actively participate at all phases of the hiring process and provide 

appropriate and constructive input. Faculty respect the diversity of all constituencies and their 
duties with respect to the search process. 
 

Internal Candidates:  The emergence of an internal candidate requires diligence to 
insure that HR requirements for absolute consistency are upheld.  Key points of emphasis 
include: 
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1) Absolute confidentiality throughout the process regarding the search and the 
candidate’s status in the process.   
2) Reasonable efforts to reintegrate the internal candidate regardless of the outcome of 
the search.   

 
1. The department adheres to College of Arts & Sciences and UNCW guidelines for faculty 

recruitment.  Departmental protocols also include the following policies: 
 

2. Search committees for tenure-track faculty and/or full-time lecturers in the Dept. of 
Communication Studies shall typically be limited to three individuals (excluding the 
dept. chair).  Membership shall be composed of at least one senior faculty, who will 
serve as the committee chair.  The other two members may be junior, tenure-track 
faculty.  Lecturers may serve on the committee in the event that they provide a unique 
perspective for the search in process. Membership shall be on a voluntary basis.  If there 
is an insufficient number of volunteers, the chair will appoint individuals after consulting 
with them.  If there are more than three volunteers, the chair will decide who will serve 
in keeping with the above requirements. 
 

3. The search committee presents a list of finalists to the full faculty, and ensuing 
discussion and vote typically result in identifying three top candidates.  If a full-time 
lecturer is serving on a search committee he/she may help determine the list of finalists 
to present to the full faculty.  However, full-time lecturers may not cast a vote on the 
top three candidates to bring to campus, nor may they cast a vote on whom the 
department ultimately hires even though they may participate in all other aspects of the 
selection and interviewing process, including all departmental conversations (unless 
restricted by the chair for some special circumstance related to confidentiality). 
 

4. The on-campus interviewing process for tenure track and full-time lecturer positions 
includes a candidate classroom presentation germane to a discipline specialty area 
aligned with the position being searched, ideally to a group of students studying that 
same subject matter in an on-going semester course.  In a meeting with full-time faculty 
members, candidates discuss their scholarship, research, and artistic endeavors, field 
questions from the group, and pose questions as well. 
 

5. Social elements of the interviewing process typically include a breakfast meeting and 
several dinners with departmental faculty members as well as campus and community 
tours.  Other aspects of the process may be scheduled at a candidate’s request. 

 
6. Once candidate finalists have completed their interviews, department faculty reconvene 

to share opinions.  The search committee chair and department chair preside over this 
meeting, lead the discussion, and record votes.  Once a unanimous or majority opinion 
has been determined, the department chair communicates the unit’s choice to the CAS 
dean and requests authorization to extend a position offer or reopen/defer the search.  
The remainder of the hiring process strictly follows CAS and UNCW guidelines.    



12 
 

Timeline of Recruitment Process: 
To be competitive in a search for faculty candidates, the following time line should be 
followed: 

 Position description crafted by search committee with input from department chair 
by mid-September.   

 Make deadline for applications mid-January or include the following in the job 
announcement: “Review of applications will begin January (18, 19, or 20) of [specify 
year].  

 Final version of job announcement, approved by HR and CAS Dean by early 
October, and sent to full-time faculty seeking their suggestions of where the search 
committee can send the position announcement (i.e. graduate programs, 
individuals you know, list-serves, etc.) or requesting that faculty send out the 
announcement to their contacts.   

 Our Administrative Associate makes sure the job announcement gets published in 
the usual venues for Communication Studies.  

 Our Administrative Associate monitors the application process through Consensus 
by moving the candidates from Level 1 to Level 2 once they have submitted all the 
required information and documents (CV, Letter of Interest, References, etc). 

 Search committee chair should remind committee members to independently 
evaluate each candidate moved to Level 2.  

 If the pool is large (i.e. more than ten candidates) the committee chair should 
analyze these assessments toward narrowing the pool; however, if the pool of 
candidates is small (i.e. ten or fewer) this step will not be necessary.  

 Search committee chair should convene the committee shortly after the 
application deadline in January and request that each member come to the 
meeting with their rankings of top candidates as well as their reasons why.  

 At the January meeting of the search committee, an agreement is reached selecting 
the top 4 to 6 candidates to conduct phone interviews with and a set of questions 
for the interviews is agreed upon.  

 An email is sent to the Dean and HR (with copy to Department chair and 
Administrative Associate) seeking approval of the list of candidates for the phone 
interviews (e-mail should be sent no later than the last week of January).  

 After arranging an agreed-upon time with the committee and department chair, the 
search chair calls the candidates and arranges the phone interviews which take 
place in the department chair’s office (and he/she participates as desired or 
needed).  

 Phone interviews should take place late January. 

 Once the final 2 or 3 candidates are agreed upon, the search chair calls the finalists 
and invites them to campus providing a couple of possibilities of dates. 

 Search chair will work with administrative assistant to communicate with 
candidates who are no longer under consideration. 

 Once the dates of campus visits are agreed upon, the candidates work with our 
Administrate Associate arranging air fare and lodging, etc.  
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 Campus interviews should be conducted early February. The search chair or 
volunteer/designee within the search committee will plan itinerary for each 
candidate to include at least the elements listed below along with appropriate 
meals and transportation assistance. 

 This visit should typically include the following elements:  
1. Meets with appropriate administration (dean’s office, director)  

2. Meets with students 

3. Conducts Classroom Teaching Demonstration 

4. Open discussion with all full time faculty 

5. Campus Tour/Community Tour 

6. Library tour/meet with library liaison 

7. Meeting with potential interdisciplinary collaborators 

8. Exit interview with department chair, director or dean 

 
Evaluation Process for on-campus faculty interviews in the Department of Communication 
Studies: 

 The document for evaluation opens with an explanation of the how the document will 
be used and summarized as well as a reminder of the position description and the 
criteria for the position. Faculty evaluate all candidates in the following categories:  

o  Teaching Demonstration  
o Round-Table Interview with Faculty  
o Teaching Experience and Potential  
o Research and Scholarship:  
o Service Learning Ideas and Potential (if applicable for the position). 

 In addition, the evaluation form asks the evaluator to specify how he/she made the 
observation (i.e. attended lecture, etc). 

 The following scale will be used, asking the evaluator to circle his/her rating of the 
candidate in each category.  Space should be provided for the evaluator’s comments:  

Rating:     Poor    Satisfactory     Excellent 
1 2 3 4 5 6 7 8 9 10 

(See Evaluation Form Included at End of Policy) 
 

 Faculty send their completed evaluations to our Administrative Assistant who will 
summarize the ratings and the comments and send that to the search chair who will 
forward that document to the full-time faculty.   

 Faculty members who host the teaching demonstrations should also ask their students 
for comments about the candidate’s teaching demonstration.  Student responses should 
be anonymous.  The department secretary or student worker should type the comments 
and send those to the search chair. 

 The search chair should summarize these comments and provide that summary plus the 
complete student comments to the full-time faculty.  
 

Wrap-up Process: 
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Once the evaluation process is complete, full-time faculty members meet and vote using 
confidential ballots.  The department chair conducts this meeting. Once the ballots are 
tabulated, the Department Chair calls the selected individual to offer him/her the position and 
to discuss salary. The Department Chair will also communicate candidate decision to Dean and 
HR. 

The final responsibilities of the chair of the search committee are to : 
1) Communicate to finalists who are not extended an offer 
2) to write Summary of the Search Process and send that to HR and the Dean. 

 
Sample Phone Interview Questions  

1. What in particular about the position interests you?  (this is a why do you want to come 
to UNCW-Wilmington as well as what about the candidate’s specialization intrigues 
her/him) 

 
2. We have a successful program in ____.  What is your vision for what our curriculum in 

___ can become?  
 

3. Based on your scrutiny (examination) of our department website, what pre-existing 
course(s) could you teach?  

a. What course would you propose as your dream course?  (to compliment our 
current curriculum)?  
 

4. What is your teaching style?  In other words, what would we observe on a typical day in 
your classroom? 

a. What would we observe as you work with students in your office teaching or 
advising? 
 

5. What kinds of service learning programs do you envision for ___ that would benefit our 
students as well as the community?  
 

6. As you know we teach undergraduates and we do not have a graduate program. How 
would you explain your dissertation or research agenda to a group of undergraduates?  

a. With that in mind tell us how your research agenda informs your teaching.  
 

7. What questions do you have for us? 
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Evaluation Form 
Evaluation of  __________________ Candidates by _____________________________________________ 
 
This is an important document to help us assess each candidate according to the 
established criteria that the search committee used to select the candidates for the phone 
interviews and then select the candidates for campus interviews.   
 
Just fill out the parts that are relevant to you.  Even if you only circle numbers and put just a 
few comments (or none), that will help us all so much make the best decision we can.  
 
NOTE: This will serve as a guideline and hopefully help you organize your thoughts 
and keep track of the criteria for this position (see below).  It will also serve as an 
efficient and important starting point of our discussion and subsequent vote.  We 
(the search committee) believe that this document is an important and necessary 
part of effective voting.  Your vote (as always) will be by ballot and anonymous.   
 

Please complete this form and give to our department secretary  (either handwritten 
or electronically) so she can provide us with a summary of the feedback for our 
meeting.   Your responses will be confidential .  
 
Colleagues: as you review our selected finalists ’ application materials, please use the 
evaluation form  below.   
 

Teaching Demonstration(circle responses 2 categories) 

Candidate’s Name: State If and When Attended:     yes  no 

Rating:     Poor    Satisfactory    
 Excellent 

1 2 3 4 5 6 7 8 9 10 
Comments: 
 
 
 
 
 
Candidate’s Name: State If and When Attended:    yes  no 

Rating:      Poor    Satisfactory    Excellent 
1 2 3 4 5 6 7 8 9 10 

Comments: 
 
 
 
 
 

Round-Table Interview with Faculty (circle responses 2 categories) 
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Candidate’s Name: State If and When Attended:   yes        no 

Rating:      Poor    Satisfactory    Excellent 
1 2 3 4 5 6 7 8 9 10 

Comments: 
 
 
 
 
 
Candidate’s Name: State If and When Attended:   yes          no 

Rating:    Poor    Satisfactory    

 Excellent 

1 2 3 4 5 6 7 8 9 10 
Comments: 
 
 
 
 
 

Teaching Experience and Potential 

Candidate’s Name: Circle ways observed: application materials    interview 
w/faculty  
      conversations with candidate 

Rating:  Poor    Satisfactory     Excellent 

1 2 3 4 5 6 7 8 9 10 
Comments: 
 
 
 

Teaching Experience and Potential continued 

Candidate’s Name: Circle ways observed:    application materials     interview 
w/faculty  
      conversations with candidate 
Rating: Poor    Satisfactory     Excellent 

1 2 3 4 5 6 7 8 9 10 
Comments: 
 
 
 
 
 

Research and Scholarship: 
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Candidate’s Name: Circle ways observed:    application materials      interview 

w/faculty  

      conversations with candidate 
Rating: Poor    Satisfactory     Excellent 

1 2 3 4 5 6 7 8 9 10 
Comments: 
 
 
 
 
 
Candidate’s Name: Circle ways observed:     application materials    interview 
w/faculty  
      conversations with candidate 
Rating: Poor    Satisfactory     Excellent 

1 2 3 4 5 6 7 8 9 10 
Comments: 
 
 
 
 
 

Service Learning Ideas and Potential: 

Candidate’s Name: Circle ways observed:     application materials     interview 
w/faculty  
      conversations with candidate 
Rating: Poor    Satisfactory     Excellent 

1 2 3 4 5 6 7 8 9 10 
Comments: 
 
 
 
 
 
Candidate’s Name: Circle ways observed:     application materials     interview 
w/faculty  
      conversations with candidate 
Rating: Poor    Satisfactory     Excellent 

1 2 3 4 5 6 7 8 9 10 
Comments: 
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Faculty Ranks and Voting Eligibility 

 

Revision Date Version Key Change or 
Comment 

Approved by See also 

Feb., 2006 1st  Full-time Faculty  

 
Preamble:  The Department of Communication Studies is committed to an open and collegial 
process of decision making.  Every member of the department should feel that they have a 
voice in the decision-making, direction and climate of the department.  However, there are 
issues that emerge within the department that require the unique perspective and experience 
fostered by completion of a Ph.D. program or significant academic experience.  In those limited 
cases, voting is restricted to certain ranks of faculty.  Non-voting members are still encouraged 
to voice their opinions on such issues.  Below is a clarification of rank and voting privileges 
within the department.  
 
Senior Faculty:  The Department of Communication Studies defines a senior faculty member as 
a tenured Associate Professor or tenured Professor.  Senior Faculty are able to vote on all issues 
subject to vote. 
 
Junior Faculty:  The Department of Communication Studies defines a junior faculty member as a 
tenure-track but not tenured Assistant Professor.  Junior faculty are able to vote on all issues 
subject to vote except Reappointment, RTP, Promotion and PTR decisions. 
 
Lecturer:  The Department of Communication Studies defines Lecturer as a full-time non-tenure 
track member with an annual or multi-year contract.  Such Lecturers make significant 
contributions to the department.  As such, all “on-going” lecturers may vote on all department 
issues except Reappointment, RTP and Promotion and PTR.  Temporary lecturers as defined 
below do not vote.  Temporary lecturers include but are not limited to:  

a. visiting assistant/associate/full professors or visiting distinguished 
assistant/associate/full professors 
 
b. instructors here for a specified time period on a national or international faculty 
exchange 
 
c. the second half of a spousal hire, e.g., a tenure-track faculty member is hired in 
another department and to close the deal the administration convinces us to employ 
the person’s spouse or partner on a one-year contract, with or without the potential to 
renew that one-year contact  
 
d. a faculty member (regardless of rank) semi-retired from academia or industry who 
will not be as fully integrated into our department with respect to scholarship and 
service as is a standard full-time lecturer  
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e. a faculty member hired for one year because a tenured or tenure-track faculty 
member took another job and there was not time to search the position; this person 
(regardless of rank) occupies the vacated line while a full-fledged search is conducted. 
 
f. a former full-time COM faculty member who has entered phased retirement 
 
g. a former full-time COM faculty member who now teaches on a volunteer basis (e.g., 
professor emeritus)  
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Faculty Workload and Banking 
 

Revision Date Version Key Change or 
Comment 

Approved by See also 

August, 1997 1st  Full-time Faculty  

 
Guidelines for Faculty Workload 

Department of Communication Studies 
 

Consistent with the College of Arts and Sciences Guidelines for Faculty Workload,  
the Department of Communication Studies recognizes the 12 semester hour faculty workload 
for our institution type (Comprehensive Level 1) mandated by the UNC General Administration.  
Unless otherwise justified, this workload results in each research active full-time faculty 
member in our department teaching three 3-credit hour courses per semester (9 credit hours) 
with research/creative activity and service to the university, department, and community 
constituting an equivalency of the other 3 semester hours.  Such service must go beyond that 
required by a faculty appointment, for instance, beyond activities such as academic advising of 
majors.   
 
A faculty member’s status as research active is granted and monitored by both the Department 
Chair and Dean of the College of Arts and Sciences.  Guidelines for qualifying levels of research 
and artistic achievement are noted in the CAS workload document previously acknowledged.  
Research objectives are noted in each faculty member’s work plan for a given academic year 
and progress is assessed via informal meetings with the Chair throughout the semester as well 
as the formal annual review process.  Whether mandatory or discretionary, such research 
activity is also evaluated by university RPT committees. 
 
The following conditions may result in a course reduction by generating credit hour 
equivalencies (CHEs) as indicated below.  Faculty may accumulate equivalencies over time until 
a course reduction is earned.   
 
These guidelines do not guarantee a reduction to the qualifying faculty as the Department must 
cover instructional needs each semester before a reduction may be granted.  The ability to 
substitute any or all of a faculty member’s CHEs for classroom instruction in determining that 
faculty member’s teaching assignment in any given semester is dependent upon the availability 
of resources to meet scheduling needs.  A faculty member may earn no more than one CHE-
based course reduction per semester.  Faculty with seniority in terms of earning a course 
reduction will have priority choice of exercising that privilege when the first semester affords 
such accommodation. 
      
CHE Calculation Schedule: 
1.  Large section classes:  Our typical class size is 30 students.  CHEs may be                   
     earned for larger sections as follows: 
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1 CHE:      60-89 students enrolled 
2 CHEs:    90-119 students enrolled 
3 CHEs:    120+ students enrolled 

 
1.  Directed Independent Study:  
 

1 student credit hour = 0.2 CHE 
 
2.  Internships (for individuals other than the Departmental Internship Director; the                                   
     Director’s enrollment of up to 20 students per semester = 3 CHEs): 
      
          1 student credit hour = 0.1 CHE 
 
Activities per semester or academic year that may earn CHEs (based on circumstances and 
approval of the Department Chair and CAS Dean) are: 
 
1.  Service as basic studies courses coordinator.  Activities include oversight of                
      Basic Studies course content, instructional design, text book and supplemental                  
      materials selection, and counseling of part-time instructors staffing sections of these         
      courses. 
 
2.  Core course curriculum development.  Redesign of an existing core course or                
     development of a new core course that will be taught by multiple faculty in the                   
     department. 
 
3.  Service as the department’s chief advisor.  Training of new faculty in advising,              
     development and maintenance of the advising handbook for students and faculty,             
     conducting orientations for new majors, advising all transfer majors, representing the        
     department on Visitation Days, at Orientations, and other related events, and                    
     performing other significant advising services for the department. 
 
4.  Service as a member of a Master’s thesis committee (outside the department).    
  
5.  Accreditation/program review.  Compiling, editing, and producing the final                      
     departmental report  
 
6.  Training in instructional technology.  Training other faculty in the use of such                
     technology and then serving as a technology resource for these faculty throughout            
     the semester or academic year. 
 
 7.  Co-curricular activities: Oversight of a student publication or other form of media,           
      performing group, or other discipline-related activity requiring a significant                            
      commitment of time. 
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 8.  Externally funded research.  Externally funded research grants may include                    
      provisions for buy-outs of faculty teaching time.  Such buy-outs are the only reason           
      for course reductions in this category. 
 
 9.  Institutional service.  Work beyond expected departmental, college, and/or                     
      university committees, task forces, or advisory councils that requires a  
      significant investment of time over a semester or a year (e.g., serving as  

      Faculty Senate president, writing the university’s accreditation report, etc.) 
 

10.  Community service.  Administration of a major, ongoing research program  
       on behalf of the department, the college, or the university. 
 
11.  Professional service.  Service as president of a national professional  
       association, editor of a major professional journal, or organizer of a major  
       professional conference, or performing other significant, on-going service to  
       the profession. 
 
Other circumstances may result in the generation of CHEs from activities outside the above 
categories.  Under such conditions, a request for CHEs will be made on behalf of the faculty 
member by the Department Chair to the CAS Dean. 
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Faculty Research Active-Status 
 

Revision Date Version Key Change or 
Comment 

Approved by See also 

Feb., 2004 1  Full-time Faculty  

 

 Research active status in the Department of Communication Studies is determined on a per 
semester basis.  With a given semester’s schedule request worksheet, a tenured or tenure-track 
faculty member submits in writing a research/artistic activity work plan related to that 
particular semester.  To earn research active status in a given semester, a tenured/tenure-track 
faculty member must: 
 

1. Be engaged in research or artistic/creative work that holds promise for a juried 
publication, presentation, performance, directed work, broadcast, or screening in a 
discipline recognized text or venue within a two year period.  While convention or 
conference participation alone is typically not sufficient to achieve research active 
status, a key issue is whether or not such activity is a step toward juried publication, 
presentation, performance, directed work, broadcast, or screening in a discipline 
acknowledged text or venue.   

 
2. In addition, at any given time a research active tenured faculty member’s 

research/artistic record of achievement must include two such accomplishments over 
the most recent four year period.  This requirement does not apply to junior 
(untenured) tenure-track faculty members completing their first six years at UNCW. (see 
Details Regarding Junior Faculty) 

 
Definition of Research/Artistic Achievements  
 

Two achievements over a four year period in which one must be a refereed, juried, or 
otherwise competitively selected work.  Achievements may be in any form common to 
the breadth of research/artistic accomplishments germane to the communication 
studies discipline and department’s faculty.   
 
The second research/artistic achievement may be a competitively selected presentation 
at a conference, convention, or workshop with an established reputation for academic 
excellence and exchange of quality information among teachers and scholars.  An 
eligible presentation may also be delivered at a professional/industry gathering 
produced and sanctioned by qualified practitioners in one of the faculty presenter’s 
teaching or research areas.  

 
 
Details Regarding Junior Faculty 
Junior (untenured) tenure-track faculty members are granted a grace period in terms of 
building a record of research/artistic achievement.  That is, they are not strictly held to the “two 
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such accomplishments over the most recent five year period” criterion applied to tenured 
faculty members.  This grace period allows a junior faculty member to establish a research 
agenda and record as documented in their semester-based research/artistic activity work plan 
and offers expanded options for conference, convention, and workshop presentation.  Based 
on university and departmental reappointment, tenure, and promotion guidelines, junior 
faculty members are aware, however, that research/artistic achievement (and not simply 
activity) is an essential element of earning tenure and promotion to the rank of Associate 
Professor.   
 
For a tenure-track faculty member starting during a Fall term, reappointment review generally 
takes place during the Spring semester of his/her third year.  Tenure/promotion review is 
conducted during the Fall semester of his/her sixth year. 
 
The Department of Communication Studies chair is responsible for assessing semester-based 
research/artistic activity work plans submitted by tenured/tenure-track faculty members, 
determining if the plan equates to research active status eligibility, assigning a three or four 
course teaching load accordingly, and tracking a faculty member’s proposed research/artistic 
activity to ensure research active status eligibility.  Tracking is on-going during Fall and Spring 
semesters with a full year evaluation taking place via annual review. 
 
A tenured or tenure-track faculty member may request that a service contribution be 
considered when a given semester’s teaching load is assigned.  The department chair is charged 
with evaluating such requests and making  
workload/teaching load decisions.     
 
As noted in the CAS Research Active Status Policy, “A tenured faculty member who has not 
qualified for research active status may request consideration from the chair.  The chair, in 
consultation with the dean, may approve a research active workload distribution under the 
condition that the faculty member meets the departmental requirements for research active 
status within a specified period of time.”   
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Graduate Faculty Status 
 

Revision Date Version Key Change or 
Comment 

Approved by See also 

August, 2011 1st  Full-Time Faculty  

Criteria 

The Department of Communication Studies requires the following criteria, some of which was 
taken directly from the Bylaws of the Graduate Faculty for Graduate Faculty Status.  

1. “An earned terminal degree” in Communication Studies/Communication/ or a related 
discipline sanctioned prior to the faculty member’s departmental appointment “along 
with demonstrated effectiveness in teaching.”  

 
2. “A continuing record of productive scholarship.  Scholarship shall be defined as the 

creation of factual, theoretical, or interpretive knowledge, including performances, 
showings, and other forms of artistic accomplishment, which (a) is subject to regional, 
national, or international peer evaluation, (b) is disseminated regionally, nationally, or 
internationally in professional media, and (c) establishes a permanent record in a format 
appropriate to the discipline. 

 
3. “A record or strong indication of growing involvement with scholarship for those 

applicants/members holding the rank of assistant professor.” 
 

Procedure 

Faculty who meet the above criteria and who wish to acquire graduate faculty status should 
follow the steps below: 

1. Consult with the COM department chair as early as possible when considering teaching 
for the graduate school so that work load and other responsibilities can be clarified at 
the beginning of the process.  Indicate what course(s) you are interested in teaching in 
what department(s). 
 

2. Submit a graduate school application, which can be found online at 
http://uncw.edu/grad_info/documents/GraduateFacultyapplication.pdf. 
 

3.  Note that graduate faculty status is valid for five years. 
 
 
  

http://uncw.edu/grad_info/documents/GraduateFacultyapplication.pdf
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Annual Reviews 
 

Revision Date Version Key Change or 
Comment 

Approved by See also 

August, 2011 2nd  Full-time Faculty  

 
Annual Review: Philosophy and Process 

 
Philosophy 
 

Annual review not only satisfies a university mandate, but provides departmental faculty 
with the opportunity to offer and receive feedback related to review areas central to 
professional growth as well as tenure and promotion.  To that end, the department approaches 
the annual review process as one of mentoring as well as evaluation.  General categories of 
TEACHING, PROFESSIONAL ACCOMPLISHMENTS, and SERVICE serve as a template when 
constructing individual dossiers.  However, participants are encouraged to include items they 
deem relevant that may fall outside specified evaluation areas.  While similar, the departmental 
annual review process is not identical to the COM or UNCW’s Reappointment, Tenure and 
Promotion procedures.  For instance, the departmental annual review may acknowledge work 
“in-progress” to a greater degree than a typical RTP evaluation.  Junior and Associate faculty are 
instructed to keep in mind differences between these review mechanisms as they work toward 
full-scale tenure and/or promotion reviews as described in the UNCW Faculty Handbook  as 
well as departmental documents for RTP. 
 

 Junior faculty should follow the elaborated outline in this document and use whatever 
pages they deem necessary for crafting a sufficient dossier and supporting materials for 
annual review.   

 Senior faculty should follow the supplemental guidelines (see Appendix A) that restrict 
the dossier to four pages and offer a more truncated outline for the dossier and 
supporting materials.  Senior faculty should use the document below for guidance but 
conform to the outlines and page limits offered in Appendix A. 

 The Chair fully participates in annual reviews by preparing the same documentation for 
review as senior faculty members in the department.  These materials include SPOT 
scores and teaching materials along with statements about efforts to improve teaching. 

 Lecturers should use the document below for guidance but conform to the outlines and 
page limits offered in Appendix B. 

 
Process 
 
       By the last day of classes in the spring semester, tenured (senior) and tenure-track (junior) 
faculty will be asked to select an annual review percentage option and submit that choice to 
the department chair in a sealed envelope.  The choice remains unknown to those conducting 
the review.  Once complete, the review is mathematically adjusted according to the faculty’s 
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option selection.  Lecturers do not select a percentage option.  Tenured and tenure-track 
faculty choose from the following: 
 
   
                  TEACHING %           PROFESSIONAL ACCOMPISHMENTS %    SERVICE % 
                  
 
 A. 33.4         33.3                                  33.3 
 B. 40         40         20 
 C. 50         30         20        
 D. 35         45         20 
 E. 35         40         25 
 F. 40             35         25 
 G. 40         30                30  
 H. 35         35         30 
 I.* 35         30         35  
  *(option I open for tenured faculty only) 
 
     By the last day of classes in the spring semester, four copies of each faculty member’s annual 
review dossier and at least one set of supporting materials are placed on file in the department 
office.  The department chair conducts an independent review of each faculty member.  In 
addition, members of a peer review committee comprised of three departmental full-time, 
tenured or tenure-track faculty, assigned on a rotation basis, evaluate the complete dossiers of 
all full-time faculty in the department including the department chair (unless otherwise 
determined by the dean of the College of Arts and Sciences).  Members of the annual peer 
review committee need place on file only three dossier copies.    
 
     For each full-time, tenured or tenure-track faculty member reviewed, each peer evaluator 
(identified as #1, #2, and #3) and the department chair provide narrative comments based on 
an independent assessment of submitted review materials.  Working as a group, the committee 
also determines a numerical rating for each review category (Teaching, Professional 
Accomplishments, and Service) with the addition of a fourth assessment category 
(Administrative Initiatives) when evaluating the department chair.  When reviewing materials 
submitted by a full-time lecturer, the chair and peer committee follow the same process except 
that numerical ratings and narratives are offered in only two categories: Teaching and 
Professional Accomplishments.       
 
     With regard to numerical ratings in each evaluation category, peer committee members 
arrive at meetings prepared with individual numerical ratings then discuss each faculty member 
and determine one consensus number per category.  This process does not involve simply 
calculating the arithmetic average.  Discussion and consensus are the committee’s charge 
regarding numerical ratings.  While individual narratives go forward in the report to the 
department chair, individual committee members’ numbers do not. 
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     The peer committee compiles its evaluations of colleagues and submits the information as a 
report to the department chair.  The group’s assessment of the chair is submitted directly to 
the CAS dean.  Once the chair has provided departmental faculty with their evaluations (chair 
plus annual review peer committee) a member of the peer committee releases to the chair 
their assessment of him/her.   
       
A ten-point scale is used to render a numerical assessment in each category as follows: 
 
  Excellent  (9 or 10) 
  Good   (7 or 8) 
  Satisfactory  (5 or 6) 
  Marginal  (3 or 4) 
  Unsatisfactory       (1 or 2) 
 
     The peer review committee’s numerical evaluations constitute 40% of the faculty’s overall 
final numerical rating, and the chair’s review the remaining 60%.  
 
     The department chair provides a junior tenure-track faculty member with annual feedback 
as well as input regarding that year’s progress toward reappointment or tenure and promotion 
to associate professor.  The RTP commentary is also shared with all senior tenure-track faculty 
members as part of the department’s mentoring program.  Senior faculty members not on the 
annual review peer committee in a given year are invited to review the dossiers and supporting 
documents submitted by junior colleagues to provide a frame of reference for the chair’s RTP 
feedback and to offer, at their discretion, independent advice. 
 
 
     In accordance with UNCW Faculty Handbook guidelines, a faculty member may respond in 
writing to the peer and/or chair annual review(s). 
 
Guidelines for Untenured, Assistant Professors  (See Appendices A & B below for End-of-Year 
Dossier Guidelines for Tenured Professors, Associate Professors, and Lecturers) 
 
Primary review areas, types of appropriate entries, and required entry items are as follows: 
 
I.  TEACHING 
   
     Items in this category must include:  
 

A. A list of “traditional” courses taught during the review period, i.e. present academic    
Year (both fall and spring semesters; summer is optional) including both the number 
and name of each course and its enrollment.   

 
B. A list of COM 491 Directed Individual Study enrollments supervised, including the 

title of each DIS, the name of the student enrolled, and the number of semester 
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credit hours generated (both fall and spring semesters; summer is optional). 
   

C. A list of COM 498 Internship in Communication Studies enrollments supervised, 
including the agency for each Internship, the name of the student at that agency, 
and the number of semester credit hours generated (both fall and spring semesters; 
summer is optional). 

  
 D.  Instructional materials for courses taught: 
 

Syllabi for all courses taught during the review period for junior faculty.  The         
Internship Director should include a COM 498 syllabus.  DIS, Honors Project, and 
summer syllabi are optional for all faculty. 

      
      Sample handouts, assignment descriptions, tests, feedback offered students, etc.   
      Junior, tenure-track faculty members should offer items from at least two different 
      courses. 

  
E. SPOT summary reports.  As our annual review typically takes place during a Spring 

semester, these reports come from the preceding fall and spring semesters as well 
as summer semesters, if applicable.  Summer SPOTS are REQUIRED for junior 
(untenured), tenure-track faculty while OPTIONAL for tenured faculty and lecturers.     

 
Reviewers are encouraged to carefully assess SPOT data generated from responses 
to all questions in all courses as well as narrative student comments when deciding 
the relative impact of SPOT figures on the final numerical evaluation for TEACHING.  
Only the first page SPOT summaries should be submitted as opposed to all the 
computer printouts provided with the SPOT results for each class.  Faculty are asked 
to photocopy these single pages at 85% (i.e., convert to standard paper size) so the 
pages fit into a three ring binder or standard file folder.     
 

INFORMATION PROVIDED IN ALL SECTIONS BELOW SHOULD BE IN BULLETED FORMAT 
OR BRIEF PARAGRAPHS.   

 
F. Summary of narrative teaching evaluations from students.  

 
 G.  Efforts to improve teaching, including (but not limited to): 
 

 Participation in workshops/symposia specific to area(s) of instruction 

 Grants and fellowships related to teaching, whether secured and/or 
completed, applied for and pending, or denied.  Please specify the status of 
each grant/fellowship request.   

 New courses developed or significantly revised 

 Assignments or exercises created, revised, or adopted   

 Student involvement in research projects or instruction outside the 
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traditional confines of the classroom 

 Comments regarding or actions taken in response to student SPOT numerical 
       ratings or narratives 

 Perceived performance in the classroom and measures taken in  response to 
your perceptions 

 New or revised internship agencies or site supervisors  

 Other  
  

H. In-class peer evaluations of faculty.  While OPTIONAL, junior (untenured), tenure-
track faculty for which these reviews are currently mandatory are encouraged to 
include these documents. 

  
 I.    Recognition of teaching excellence  
 

J.    Other.  Any items that don’t “fit” into the above TEACHING categories.  For example, 
a faculty member may opt to present course materials prepared for a DIS.   

 
II.  PROFESSIONAL ACCOMPLISHMENTS 
 
     The department chair and peer reviewers reserve the right to evaluate the “merit” of any 
given entry in this category.  However, as a general tenet, the department holds that research 
projects completed (i.e., in print, screened on television or in a cinema, fictive work staged, 
performances enacted, directed work staged, etc.) should reap the most rewards versus 
materials “in press,” “under consideration/review,” “submitted,” or “in progress”.  However, 
the department’s annual review process acknowledges, on a relative basis, each faculty 
member’s work toward completing research/artistic projects.  Reviewers are encouraged to 
assess the progress of a given project with respect to its scope, potential contribution to the 
discipline, and degree to which it fosters the professional growth of the author or creator.  
  
 A.  RESEARCH/ARTISTIC ACHIEVEMENT  (optional for lecturers who have no  
                                                                                             formal obligations in this category)  
 
       Items in this category may include (but are not limited to): 
 
  1.   Published books 
  2.   Published textbooks 
  3.   Published book chapters 

4.   Publication and/or public presentation of works of fiction or non-fiction 
      (plays, screenplays, teleplays/documentaries, novels, short stories, poems, 
      etc.) 
5. Articles (academic journals, professional journals, trade journals, popular  
      magazines).  Please note the nature of the publication, e.g. international  
      refereed, national refereed, regional refereed, state refereed, international  
      invited, etc.  



31 
 

  6.  Stage or video/film performances of original or extant work 
  7.  Direction of original or extant stage or video/film work 

8. Convention participation, including paper presentations, workshops/short 
     courses conducted, panels chaired, service as a respondent, etc.  Please note 
     the nature of the conference and/or panel, e.g. international refereed, 
     national refereed, regional refereed, state refereed, international invited, etc.  

    9.  Published book reviews (please note nature of publication medium).  
                        10.  Editing published books, textbooks, journals, journal issues, etc.  
             11.  Peer awards relative to research/artistic achievements 
             12.  Peer review of research/artistic achievements 
                13.  Other 
    
 B.  RESEARCH/ARTISTIC ACTIVITY (optional for lecturers who have no formal                            
                                                                                 obligation in this category)  
 
   Include here work currently “in press” or otherwise “under contract,” materials “in 

submission,” work essentially complete for which you are now attempting to locate a 
publication or presentation venue, as well as other relevant work that may be in its early 
stages.  Based on the information and supporting material you provide, the chair and 
peer reviewers will gauge, for the review period, the “weight” of such work.  Please use 
categories 1 - 13 above to structure your entries under this sub-heading.   

 
C.  PROFESSIONAL DEVELOPMENT (optional for lecturers who have no                       
formal obligation in this category, though professional development initiatives may 
often connect with efforts to improve teaching or service activities—any entries will be 
credited toward TEACHING or SERVICE as deemed appropriate by evaluators).   
 
There may be some logical overlap between endeavors in this category and those 
undertaken to improve teaching performance.  Please do not list such entries twice.  
Rather, judge the value or outcome of the development effort and list it above under 
Efforts to improve teaching (I. F.) or here.  

   
       Items in this category may include (but are not limited to): 
 

1. Attendance at professional meetings.  Feel free to note specific workshops, 
seminars, symposia, or panels attended. 

2. Completion of on- or off-campus professional training 
3. Professional consultancies, paid and non-paid, resulting in professional 

development 
4. Workshops conducted, if such instruction enhanced your scope of knowledge 

via exchange with the audience  
5. Grants and fellowships for on- or off-campus professional development,  
      whether secured and/or completed, applied for and pending, or denied.   
      Please specify the status of each grant/fellowship request. 



32 
 

  6.   Honors and awards for professional development efforts 
  7.  Memberships in professional societies 
  8.  Other  

   
 
I.  COMPENSATED SERVICE   
 
     Faculty receiving a workload reduction (e.g., one course release per semester, one course 
release per academic year) or a stipend for university, college, department, or discipline 
“administrative” (defined broadly) duties should describe the nature of that work and highlight 
accomplishments during the review period.  This category is designed to house initiatives and 
achievements completed in exchange for types of compensation noted or others.  Faculty to 
whom this applies may describe their work in a brief narrative, in bulleted statements, or any 
other format they deem most effective.   
 
IV.  NON-COMPENSATED SERVICE 
 
 A.  UNIVERSITY/COLLEGE  
 
       Items in this category may include (but are not limited to): 
 
  1.  Service/leadership on governing committees, e.g Faculty Senate 
  2.  Service/leadership on standing committees 
  3.  Service/leadership on task forces or ad hoc committees, including thesis 
                                defense committees 
  4.  Special consultancies 
  5.  Student Academic Support Advising 
  6.  Advising university-wide student organizations 
  7.  Other 
 
 B.  DEPARTMENT 
  
       Items in this category may include (but are not limited to): 
 
  1.  Special on-going responsibilities in addition to a full teaching load 
  2.  Service/leadership on a standing committee or ad hoc committee. 
  3.  Transfer advising 

4. Advising of majors (while this activity is part of our assigned workload, the 

Overall, a balance of university, department, and community service is ideal.  For each 
SERVICE entry below, reviewers may assess factors including level of responsibility, time and 
energy commitment, special accomplishments of the individual or group, and general level 
of involvement. 
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advisee/advisor    
      ratio in our department may constitute a service contribution as well)    

  5.  Advising a departmental student organization 
  6.  Serving as a departmental representative at visitation or recruitment events   

7.  Organizing a special departmental events, e.g. a guest speaker, annual 
     banquet 

  8.  Creating a departmental publication   
  9.  Other 
 
 C.  COMMUNITY 
        
        Items in this category may include (but are not limited to): 
  

1. Service/ leadership on governing committees, standing committees, or ad 
   hoc committees, noting special charges or accomplishments of these 
   groups. 

2. Specific instruction or assistance offered to an organization on a volunteer 
         basis specifically related to a faculty’s expertise.  NOTE: Paid consultancies 
         or workshops should be listed above under Professional consultancies (II. 
         C. 3.) 

     3.  Student community service under faculty supervision directly related to  
                                   academic instruction. 
     4.  Other 
   
 D.  DISCIPLINE 
 
       Items in this category may include (but are not limited to): 
 

1.  Service/leadership to professional organizations.  You may note specific 
        offices held and personal or organizational accomplishments under your  
        guidance. 

    2.  Service in the publication or creation of organizational products, e.g. 
                                  journals 
    3.  Service/leadership in organizing conventions, meetings, panels, or sessions 
    4.  Other 
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Appendix A:  End-of-Year Dossier Guidelines for Tenured Professors and Associate Professors 

(**Document not to exceed four pages**) 
 

  I. Teaching 
A.  List courses taught during the previous fall and the current spring semesters 
      (previous summer classes optional) 

 B.  List DIS’s, directed theses, honors committees, internships, etc. 
 C.  Provide a summary of question 16 of SPOTS for all fall classes and previous spring 

      classes (previous summer classes optional) 
D.  Provide a sample of representative narratives for all classes (optional) (limited to 
      two comments per class).  Indicate which classes narratives come from. 
E.  List efforts to improve your teaching and pedagogy (see Professional Development 
      document for possibilities) 
F.  List teaching awards/recognitions 
G.  Write a one-paragraph narrative, reflecting on the above experiences (optional) 
 

 II. Professional Accomplishments and Development 
A.  Publications (distinguish between type of publication—journal article, book 
      chapter; peer reviewed/non-peer reviewed; state/regional/national/international) 
B.  Conference presentations (describe nature of conference) 
C.  Artistic Achievements (distinguish between type; juried/non-juried, etc.) 
D.  Additional efforts for continued development as a content expert (see Professional 
      Development document for possibilities) 
E.  Write a one-paragraph narrative, reflecting on the above experiences (optional) 

 
III. Service 
 A.  To the department/colleagues within the department 
 B.  To the university 
 C.  To the community or region 
 D.  To the profession 
 E.  Other 
 F.  Write a one-paragraph narrative, reflecting on the above experiences (optional) 
 
IV. Narrative Response to Departmental Initiatives:  (To be determined yearly by the 
 Department Chair and communicated to the faculty before the beginning of the fall 
   semester) 
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Appendix B:  End-of-Year Dossier Guidelines for Lecturers 

(**Document not to exceed four pages**) 
 

  I. Teaching 
A.  List courses taught during the previous fall and the current spring semesters 
      (previous summer classes optional) 

 B.  List DIS’s, directed theses, honors committees, internships, etc. 
 C.  Provide a summary of question 16 of SPOTS for all fall classes and previous spring 

      classes (previous summer classes optional) 
D.  Provide a sample of representative narratives for all classes (optional) (limited to 
      two comments per class).  Indicate which classes narratives come from. 
E.  List efforts to improve your teaching and pedagogy (see Professional Development 
     document for possibilities) 
F.  List teaching awards/recognitions 
G.  Write a one-paragraph narrative, reflecting on the above experiences (optional) 
 

 II. Professional Accomplishments and Development 
A.  Summarize key efforts that illustrate your ongoing efforts for continued 
     development as a content expert in the areas you teach (see Professional 
Development document for possibilities) 

 
III. Service 
 A.  To the department/colleagues within the department 
 B.  To the university 
 C.  To the community or region 
 D.  To the profession 
 E.  Other 
 F.  Write a one-paragraph narrative, reflecting on the above experiences (optional) 
 
IV. Narrative Response to Departmental Initiatives:  (To be determined yearly by the 
 Department Chair and communicated to the faculty before the beginning of the fall 
   semester) 
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End-of-Year Portfolio Preparations 

 

Revision Date Version Key Change or 
Comment 

Approved by See also 

August, 2011 1  Full-time Faculty  

 
 

 The end-of-the-year portfolio includes documents that support a full-time faculty 
member’s end-of-the-year dossier.  Portfolios should include only relevant documents that 
illustrate or provide evidence of claims made within the dossier.  In keeping with the philosophy 
and instructions under “Supporting documentation” for CAS’ RTP guidelines (i.e. “It is not 
necessary or desirable to submit boxes of voluminous files.”), items should not be placed in the 
portfolio that merely pad it.  Therefore, Communication Studies faculty should follow the 
following guidelines when compiling their end-of-the-year portfolios:  
 
1.  Faculty should submit only one (1) portfolio (i.e. binder) per end-of-the-year review. 
2.  Portfolios should be no wider than 2.5 inches. 
3.  Portfolios should be divided into three main categories identified by tabs: 
     (1) Teaching, (2)  Research/Professional Development/Scholarship, and (3) Service 
4. The following documents should be included under each of the above categories with 
     identifying tabs: 
 I.  Under “Teaching”: 
  A.  Teaching philosophy (one paragraph to one page) 
  B.  SPOT Averages summary sheets for all classes taught within the previous 

      spring and fall semesters, identified by semester, course, and number 
      (summer SPOTS  are optional for tenured faculty.) (These documents are 
      provided by the SPOT administrator.  Do not include the SPOT surveys that 
      students fill out in class.) 
C.  Sample syllabi for all classes taught for untenured faculty and lecturers—only 
      one syllabus for tenured faculty to be chosen from either fall or spring 
      semester. 
D.  Sample course handouts (e.g. assignment guidelines, grading criteria, etc.).  
      Limited to two (2). 
E.  Sample feedback to students on assignments.  Limited to two (2). 
F.  Documentation of evidence to improve teaching where applicable (e.g. 
     (certification of conferences attended, workshops completed, etc.). 
G.  Letters of commendation from students and peers. 
H.  Miscellaneous (i.e. other documentation that the instructor feels is important 
     for the evaluating committee to consider). 

 II.  Under “Research/Professional Development/Scholarship”: 
A.  Books or photocopies of manuscripts  that have been published or have been 
      accepted for publication.  Title pages alone are  insufficient. 

  B.  Diskettes containing non-publishable work that has been accepted or that has 
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        been submitted for review (e.g. documentary or stage performance on DVD 
      or CD). 

  C.  Physical evidence of other types of research/professional development. 
  D.  Miscellaneous (i.e. awards, letters from editors attesting to the acceptance of 

      an article, work,  or other items that the instructor feels is important for the 
      evaluating committee to consider). 

 III. Under “Service”: 
  A.  Compensated services  (e.g. letters of commendation, etc.) 
  B.  Uncompensated services  (e.g. letters of commendation, etc.) 
   C.  Miscellaneous (i.e. documentation that the instructor feels is important for 
        the evaluating committee to consider). 
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Reappointment, Tenure, and Promotion (including Post-tenure Review) 

 
Revision Date 

 
Version 

 
Key Change or 

Comment 
Approved by See also 

Oct., 2015 5th PTR Upgrades Full-time Faculty  

 
With regard to reappointment, tenure, and promotion issues, The Department of 

Communication Studies pays strict attention to the current Criteria for Reappointment, 
Promotion, and Award of Tenure guidelines stipulated by The University of North Carolina at 
Wilmington and published in the current issue of the UNCW Faculty Handbook.  To that end, 
the following description of departmental policies and procedures is intended to remind 
participants (both candidates and evaluators) of their obligations to university prescriptions 
regarding all phases of the process, from mandatory review cycles to minimum thresholds for 
positive evaluations.  This document is primarily intended to offer additional information 
concerning the philosophy and mechanics of the departmental process along with 
supplemental information with respect to the existing evaluation categories. 
 
Philosophy 
 
Like annual review, department members approach RTP proceedings in a collegial fashion.  The 
process is designed to assist candidates in preparing accurate and detailed materials in 
response to department and university dossier outlines and requirements for supporting 
documents.  Senior faculty and chair evaluators are offered sufficient time for perusal of such 
materials, substantive deliberations, and reasonable access to additional items deemed 
necessary to facilitate a review. 
 
Preparation and Chronology 
 
In his/her role as the unit’s leader, the department chair serves as the primary mentor and 
source of information for all RTP candidates.  As part of that role, the chair meets with the 
candidate to discuss the impending evaluation process, particularly when it is a mandatory 
action.  During these meetings, the chair reviews all material related to dossier preparation and 
answers questions concerning the review process. 
 
Model dossiers (from recent successful RTP decisions) are available for the candidate to review.  
These dossiers carry a disclaimer that while “excellent examples for RTP candidates to review,” 
adherence to a particular dossier does not guarantee an affirmative decision.  Candidates 
understand that it’s their responsibility to seek input from senior faculty members regarding 
their dossiers and supporting materials.  Although feedback for a candidate is not required of 
faculty colleagues (other than the department chair), candidates are encouraged to provide 
such input from their colleagues well in advance of the senior faculty’s review committee 
meeting  and vote/recommendation.  The feedback process is separate from the voting 
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process.  Once a vote is cast, a candidate will receive, at best, only minor suggestions or 
requests for revisions, for example, correcting typographical or spelling errors.   
 
 
In the year preceding a mandatory reappointment or tenure/promotion review, candidates are 
notified of their review obligations by the department chair.  Candidates submit multiple copies 
of full RTP dossiers and one set of supporting materials in accordance with the following 
timeline:   
 

1. Five weeks prior to the date the department’s report is due to the CAS dean, the RTP 
candidate places on file in the department office multiple copies (as determined by the 
department chair) of a full DRAFT version of his/his RTP dossier and one DRAFT set of 
supporting documents. 

 
2. Over the next three weeks, the candidate solicits required feedback from the 

department chair and optional feedback from colleagues.  As feedback is received, the 
candidate composes a FINAL dossier version and FINAL set of supporting documents.  
These revised items are placed on file in the department office two weeks before the 
due date to the CAS dean. 

 
3. For one week, the senior faculty review committee and department chair study the 

FINAL versions of the candidate’s RTP dossier and support documents.  At least one 
week prior to the due date to the CAS dean, in keeping with UNCW RTP guidelines, the 
chair convenes, “consults with, and takes an advisory vote of the senior faculty” with 
regard to a candidate before he/she formulates a recommendation.  The vote of the 
senior faculty will be anonymous.   

 
Faculty subject to or requesting RTP review are encouraged to prepare a draft of their dossiers 
and supporting documents during the Summer semester preceding their review or, in the case 
of reappointment decisions, in the Fall semester of that year at the latest.  Candidates are 
directed to revisit annual review documents to assist in the preparation of RTP dossiers.  While 
the department’s annual review outline parallels the university RTP template in most instances, 
it is not identical, specifically with respect to the annual review outline’s inclusion of 
Research/Artistic Activity, a section added to capture faculty efforts that may not result in a 
finished product during that annual review period.  Candidates are reminded that the focus of 
RTP evaluations is Research/Artistic Accomplishments. 
 
Candidates are required to strictly follow the annotated university RTP outline when composing 
RTP dossiers and compiling supporting documents.  First drafts of these items are reviewed by 
the chair for content and, more importantly, adherence to established department and 
university submission guidelines.  RTP candidates understand that assistance by the chair or 
senior faculty members does not guarantee or even suggest a positive final recommendation.  
Rather, the process is designed to enable candidates to prepare complete and accurate 
artifacts. 
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In terms of benchmarks for securing a positive review with regard to reappointment, tenure, or 
promotion to the ranks of Associate Professor or Professor, the department interprets and 
applies those statements found in the UNCW Faculty Handbook.  A positive tenure decision 
should also involve a positive recommendation for promotion to the Associate rank. 
 
Evaluation Areas 
 
 Teaching, Scholarship and Professional Development, and Service 
 

In reference to the above categories, faculty candidates and evaluators are bound to 
descriptions of minimum accomplishments as specified in the UNCW Faculty Handbook. 
Participants are also directed to consider how annual review feedback in these review 
categories from the department chair and peer committee has been applied by the 
candidate.  In general, consistent, positive annual reviews with respect to a given 
evaluation area should result in a favorable RTP assessment unless a compelling reason 
or issue can be articulated for a change in sentiment.   

 
In addition to information required or suggested for established review categories by 
the UNCW RTP outline, faculty are urged to consider for inclusion entries from past 
annual review dossiers.  In this manner, candidates may present the most complete 
picture of their teaching, research, and service achievements. 

  
Artistic Achievement and Research 

 
Given the diverse nature of the communication studies discipline, the manner in which 
we appropriately represent that characteristic in our curriculum, and the variety of 
discipline-related research interests among our faculty, those involved in the RTP 
process are reminded of the following with respect to artistic achievement and 
research: 

 
 Numerous types of products result from viable, juried artistic achievement and 

research, including (but not limited to) books (fiction or non-fiction), book chapters, 
edited texts, journal articles, monograph publications (such as academic newsletters 
focusing on pedagogy or administration), original case studies, simulations, or 
interactive exercises, video or film narrative shorts or features, video 
documentaries, video training and development pieces, video feature news 
packages, electronic publications (e.g., web or Internet based), live or on-camera 
performances, live or on-camera presentations of original texts, and performances 
or productions of original scripts, screen- or teleplays by other individuals or 
organizations. 
 

 In all instances, faculty are urged to document and, if necessary, solicit external 
review of artistic/research artifacts.  For example, if a faculty has an opportunity to 
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broadcast an original video documentary on a public access channel, the creator is 
encouraged to invite scholarly assessment of the piece by a qualified, outside 
evaluator. 

 
 In keeping with the UNCW Faculty Handbook criteria germane to RTP, the 

department does not stipulate a minimum number or particular type of 
artistic/research products required for tenure or promotion to a particular rank.  For 
example, the department interprets the Handbook statement (regarding promotion 
to Professor) “....a tangible record of artistic achievement....” to indicate the 
authority and responsibility of our unit’s chair and senior faculty to assess a 
candidate’s accomplishments and merit for a favorable review in this evaluation 
category.  Our department does not specify any one form of artistic or research 
product as imperative for reappointment, tenure, or promotion (e.g., a mandatory 
book publication for promotion to Professor).  Rather, a consistent record, along 
with the quantity and demonstrated quality of artistic and research artifacts, are of 
paramount importance. 

 
External Reviews  
  

The Department of Communication Studies does not require or encourage external reviews in 
cases of tenure and promotion to associate professor or promotion to professor.  However, 
should a candidate request external reviews, the department complies with the request.  Such 
a request must come within the semester prior to the candidate’s application to tenure and/or 
promotion.  In such cases, the candidate puts forth the names of at least four individuals 
(excluding those on the candidate’s dissertation committee).  The senior faculty, in consultation 
with the chair, determine which two individuals on the list will serve as outside reviewers.  
Outside reviewers are provided with copies of the candidate’s dossier along with relevant 
university and departmental RTP regulations and a due date for the review.  The reviewer 
submits a confidential review of the candidate along with his or her own curriculum vita by the 
deadline provided.  The outside reviewers’ assessments of the candidate are placed in her/his 
dossier prior to the meeting in which the department votes on the candidate’s tenure and/or 
promotion.   
  
External reviews may also be sought if the chair and/or a majority of the senior faculty decide 
to require external reviews in a particular case.  Under these circumstances, the candidate puts 
forth the names of at least four individuals and the process continues as outlined in the above 
paragraph.   
 

Chair’s Evaluation 
 
The chair’s mandatory written evaluation included with an RTP dossier and supporting 
materials will contain the chair’s assessment of the RTP candidate (with sub-points as required 
by the UNCW RTP guidelines).  An RTP (or PTR) candidate receives a copy of the chair’s 
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evaluation on the day these items (along with all RTP materials) are sent forward to the CAS 
dean. 
 
See also:  UNCW Criteria for Reappointment, Promotion, and Award of Tenure 
  Department of Communication Studies Annual Review Philosophy and Process 
  Department of Communication Studies Policy for RTP and PTR Review Meetings 
 
Post Tenure Review Relative to a Candidate’s Five-Year Plan 
 
All faculty members whose primary responsibilities include teaching (50% or more) must 
undergo post-tenure review no later than the fifth academic year following either (1) their last 
post-tenure review, (2) their promotion to Associate Professor or Professor, or (3) their return 
to full-time faculty status (in the case of an administrator who is returning to the department as 
a full-time teacher).  All tenured faculty members must prepare, by the first Monday in March, 
in consultation with the chair, a brief (not to exceed one-page), written five-year plan or set of 
goals.  This plan may be modified annually in consultation with the chair.  When a faculty 
member goes up for post-tenure review, he or she shall prepare a report of his or her 
professional activities for the previous five years in relation to these goals. 
 
Procedure for RTP and PTR Review Meetings 
 
When convening an RTP or PTR senior faculty meeting, the following sequence shall be 
followed: 
 
1.  In keeping with UNCW’s RTP guidelines, “recommendations for reappointment, tenure, and 
     promotion are initiated by the department chairperson.” Prior to writing his/her evaluation 
     of a candidate, the department chair will “assemble, consult with, and take an advisory vote 
     of the senior faculty,” defined by the Department of Communication Studies as tenured 
    associate and full professors.  Faculty are encouraged to engage in open discussion of the 
    faculty member under review despite the fact that the chair will be part of the committee 
    discussion.  Before faculty can participate in a post-tenure review of a colleague, they must 
    complete the post-tenure training module provided by the state.  It can be found at the 
    following link:  http://old.northcarolina.edu/aa/tenuretraining/index.php.  
 
2.  After sufficient discussion, a vote will be taken by secret ballot among the members of the 
     senior faculty committee.   A member of the senior faculty shall immediately tally and report 
     the vote count to everyone in the meeting.  
 
3.   At least five business days prior to forwarding the candidate’s materials to the CAS dean, 

the department chair must notify the candidate as well as the senior faculty, by either 
written or electronic means, whether the department chair’s recommendation is for or 
against the RTP or PTR candidate. 

 
4 .  In the event that the chair’s decision differs from the majority of the senior faculty, senior 

http://old.northcarolina.edu/aa/tenuretraining/index.php
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      faculty may choose to forward their own letter as part of the candidate’s RTP or PTR 
      materials.  Such a letter must be submitted to the chair at least one business day prior to 
      the chair forwarding the candidate’s materials to the CAS dean.  
 
Order of PTR Materials to Be Submitted by the PTR Candidate 
 

 One to two page narrative that discusses how the candidate has met his/her goals of the 
five-year plan discussed above. 

 Dossiers from previous years under review 

 Annual reviews from chair and peer evaluation committees for previous years under 
review 

 IDEA scores from previous years under review (one page summaries for each class 
taught; no need to involve institution research) 
 

Judging Post Tenure Review Candidates 
 
Before participating in the PTR of a candidate, senior faculty must complete the PTR training 
module found at the following link: http://old.northcarolina.edu/aa/tenuretraining/index.php  
 
In keeping with the university criteria for post-tenure review, senior faculty will give “great 
consideration” to a candidate’s annual evaluations for the past five years.  “[F]aculty whose 
annual reviews have indicated satisfactory performance or better during that period shall 
normally be expected to receive a satisfactory evaluation.”  After reviewing a candidate’s 
annual reviews and accompanying portfolio, colleagues will then discuss the candidate’s 
performance in the areas of (1) teaching, (2) research/artistic achievement and/or professional 
development, and (3) service relative to the candidate’s five-year plan.  A candidate who 
receives an average of 6 or higher composite score (i.e. combined chair and peer review scores 
) in each of the above areas of evaluation over the past five years will receive a “meets 
expectation” rating.  Candidates who receive an average composite score lower than 6 on any 
category will be given a rating of “does not meet expectations.” In order to receive an “exceeds 
expectations” rating for a post-tenure review, a candidate must have no less than a 9.0 average 
(i.e. the combined score of both chair and peer committee) in each of the three categories of 
teaching, research/ professional development, and service on all end-of-the-year reviews for 
the past five years under consideration. (See Appendix A for template to help calculate scores.)    
In keeping with UNCW guidelines, senior faculty shall present their evaluations in writing as 
advice to the chair, who will then write the evaluation relative to the mission of the university, 
college/school, and program. The chair's evaluation shall state whether the faculty member's 
overall professional performance falls into one of the following three categories:  exceeds 
expectations, meets expectations, or does not meet expectations. 
  
Procedural Details  
 
The department chair’s mandatory written evaluation of an RTP candidate (with sub-points as 
required by UNCW RTP guidelines) includes the senior faculty’s anonymous vote count, as well 

http://old.northcarolina.edu/aa/tenuretraining/index.php
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as the names of the senior faculty who participated in the discussion of the RTP candidate. The 
chair’s evaluation is placed in the RTP candidate’s dossier as section VII.  
 
The chair shall provide a copy of the evaluation to a PTR candidate and shall meet with the 
faculty member to discuss the review. An RTP or PTR candidate receives a copy of  both the 
chair’s evaluation and any senior faculty letter (should there be one) on the day when 
discussing the review. The faculty member has the option of attaching a written response. The 
faculty member and chair shall sign the evaluation in acknowledgment of its receipt by the 
faculty member. The chair shall forward a list of the peer evaluators, the vote count, a copy of 
the evaluation, and the faculty member's response, if any, to the CAS dean. In the case of a 
finding of deficient for a PTR candidate, the faculty member has the right to appeal the finding 
on the basis of the four grounds stated in the university policy to be impermissible. 

In the case of performance judged to be deficient, the chair shall forward to the faculty member 
a copy of the evaluation by the deadline set by the Provost. Within ten working days of receipt 
of the evaluation or within ten working days following the denial of an appeal of the finding of 
deficient, the chair and faculty member shall meet and, in consultation, begin to create a 
development plan. The plan shall include the following: 

1. specific strategies and steps designed to lead to improvement,  
2. delineation of specific outcomes which constitute improvement,  
3. resources to be committed, if any,  
4. a specified timeline, not to exceed three years,  
5. a statement of the process by which performance under the plan will be evaluated and 

feedback provided to the faculty member, including a clear specification of who will 
conduct the evaluation, and  

6. a clear statement of consequences should the improvement not occur.  
 
The faculty member and the chair shall sign the development plan, and the chair shall forward a 
copy to the dean, who must approve any resources to be committed. 
 
A development plan shall not be required of a faculty member who has received a satisfactory 
review. 
 
Reappointment of Senior Lecturers 
 
In a process similar to PTR, lecturers in the third year of a multi-year contract will assemble a 
portfolio that parallels the requirements of the standard PTR review absent any formal 
obligations for research.  Evidence of professional development is still expected.  Lecturers shall 
submit material only for the three years since their last appointment to senior lecturer.  The 
timeline and portfolio guidelines listed for PTR are the same for lecturers.  Portfolios may be 
submitted either electronically or in hard copy.  Consistent with the Faculty Handbook, the 
decision of the chair in consultation with the senior faculty will be forwarded to the Dean’s 
office. 
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Appendix A 

 

 Year1 Year 2 Year 3 Year 4 Fall of 
Review 
Year 
(Year 5) 

PTR 
Average 
Composite 
Score 

Teaching 
 

      

Research/ 
Artistic 
Achievement 
and/or Prof. 
Development 

      

Service 
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Faculty External Review Policy 
 

Revision Date Version Key Change or 
Comment 

Approved by See also 

August, 2011 1  Full-time Faculty Reappointment, 
Tenure, and 
Promotion 

 
The Department of Communication Studies does not require, seek, or encourage  

external reviews in cases of tenure and promotion to associate professor or promotion to 
professor.  However, should a candidate request external reviews the department shall comply 
with university policy. Such a request must come within the semester prior to the candidate’s 
application to tenure and/or promotion and should be made only in cases where outside 
reviewers offer supplemental expertise useful in reaching a decision about the candidate.  In 
such cases, the candidate shall put forth the names of at least four individuals (excluding those 
on the candidate’s dissertation committee).  The senior faculty, in consultation with the chair, 
will determine which two individuals on the list will serve as outside reviewers.  Outside 
reviewers will be provided with copies of the candidate’s dossier along with relevant university 
and departmental RTP regulations and a due date for the review. The reviewer will submit a 
confidential review of the candidate  along with his or her own curriculum vita by the deadline 
provided.  The outside reviewers’ assessments of the candidate will be placed in her/his dossier 
prior to the meeting in which the department will vote on the candidate’s tenure and/or 
promotion.  
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Administrator to Faculty Roll Back Policy 
 

Revision Date Version Key Change or 
Comment 

Approved by See also 

Fall, 2005 1  Full-time Faculty  

 
 

Faculty in the Dept. of Communication studies who return to a nine-month appointment after 
having served either inside or outside of the department in a twelve-month position, will be 
given one full year to re-orient to the department in accordance with whatever policy they have 
negotiated with their previous supervisor (e.g. one semester of leave/one semester with 
reduced teaching load; or two semesters with reduced teaching loads).  After this initial “roll 
back” year, they must then declare whether they will be research active (and receive a three-
credit hour reduction for that activity) or reach the minimum workload of 12 semester credit 
hours through teaching alone or along with other duties as assigned or approved by the 
department chair.  In effect the research clock starts the first semester of the second year after 
a twelve-month appointment.  Faculty will then be given four years to produce two acceptable 
research products in accordance with the department’s research-active status policy. 
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Mentoring for Junior Faculty 
 

Revision Date Version Key Change or 
Comment 

Approved by See also 

 
June 2, 2011 

3rd Reformatted per 
best practices of 

policies and 
procedures 

Senior Faculty Faculty Peer 
Observation 

 
Faculty Affected: Tenure Track and Tenured Faculty. 

 

Purpose:  This policy outlines expectations of junior and senior faculty to engage in formal and 

informal mentoring obligations and opportunities within the department of communication 

studies. 

 

Guiding Principles:  The role of the mentoring relationship and activities outlined below is to 
help enculturate new faculty members to the Communication Studies Department and larger 
university and to foster success in the areas of teaching, research, service and collegiality.  The 
role of the senior faculty is to help junior faculty chart a successful path to tenure and 
promotion.  And the role of junior faculty is to advocate for themselves and make sure they 
understand the path for success. 
 
The chair serves as mentor for all faculty members of the department.  The “open door” policy 
of the COM community is a valuable dimension of our mentoring program.  All faculty members 
are, therefore, encouraged to ask questions and seek assistance from colleagues throughout 
their careers.  
 
Mentoring During the Hiring Process 
 
Tenure-track faculty applicants and finalists are encouraged to ask questions (and questions are 
often posed) concerning teaching, research/scholarship/artistic achievement, and service 
opportunities and obligations as related to reappointment, tenure, and promotion (RTP) and 
post tenure review (PTR).     
 
During campus interviews, the department chair holds a private meeting with each candidate 
to discuss teaching, research/scholarship/artistic achievement, service and collegiality as 
related to RTP and PTR.  The chair relays the necessity for all faculty members, regardless of 
specialty area(s), to engage in “traditional” print scholarship, e.g., journal articles published in 
recognized, competitive publications germane to the author’s sub-field(s) and to pursue 
projects with reasonable turn-around times. 
 
Expectations of Chair 
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Meet with a new faculty member to review teaching, research/scholarship/artistic 
achievement, and service as related to RTP and PTR.   
 
Arrange for periodic meetings with a new faculty member during the first year to make sure 
that he/she is settling in and understands the particulars of teaching, research and service as 
outlined in the University Faculty Handbook and the Communication Studies Department 
Handbook. 
 
Consult with the mentoring committee to identify the initial senior faculty member for the new 
hire and prepare the junior faculty member for the first meeting with the mentor. 
 
Encourage the junior faculty member to apply for relevant summer initiatives and grants and 
may assist with applications.   
 
Offer assistance in the preparation of the first annual review dossier and supporting materials. 
 
Expectations of Mentoring Committee  
 
Regularly review department policies and resources to optimize mentoring of all faculty with a 
particular focus on junior faculty. 
 
Consult with the chair to identify mentors for junior faculty. 
 
Consult with the chair on responses to difficult situations that may emerge during junior faculty 
reviews. 
 
Expectations of Official Mentor 
 
Review the available mentoring materials and resources provided by the mentoring committee 
and set up a plan with the new faculty member for periodic meetings that will meet their 
mutual needs. 
 
Review and discuss any recommendations by the chair and peer review committee during 
annual reviews to determine possible responses to the feedback. 
 
Encourage the junior faculty member to apply for relevant summer initiatives and grants and 
may assist with applications.   
 
Encourage collaborative projects with senior faculty and other scholars across campus and 
beyond when appropriate.   
 
Offer assistance in the preparation of the annual review dossier and supporting materials. 
 
Expectations of Junior Faculty: 
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Pursue collegiality and integration into the department by maintaining a consistent and visible 
presence in the departmental office suite during common working hours in accordance with 
university and departmental guidelines.  The on-campus presence of new faculty will provide 
opportunities for discussions of pedagogy and scholarship with faculty, student interaction, and 
enhanced familiarity with departmental processes and staff.  
 
Actively solicit senior and more advanced junior faculty to engage in peer observations of 
teaching.  See Faculty Peer Observation policy for details. 
 
Submit a research activity and work plan with each schedule request.  
 
Actively seek input from chair and faculty mentor as questions and concerns arise. 
 
Expectations of Senior Faculty 
 

All senior faculty members have access to the annual review dossiers and supporting materials 
submitted by junior colleagues and have the option to offer advice via the chair and mentor or 
directly to the junior member. 
 
Actively participate in peer observations of teaching and fulfill obligations outlined in our 
Faculty Peer policy. 
 
Approach junior colleagues to collaborate on research/artistic projects and offer 
recommendations for connecting with COM and related-discipline faculty members both on- 
and off-campus.   
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Mentoring and Assessment for Part-time Faculty 
 

Revision Date Version Key Change or 
Comment 

Approved by See also 

Spring, 2010 1  Full-time Faculty  

 
The department’s mentoring/assessment program for part-time faculty members has both 
formal and informal dimensions.  On the formal side: 
 

1. Handbook for Part-time Instructors that covers a variety of topics such as the 
Department of Communication Studies mission statement, description of instructional 
resources, processes for securing a university ID and parking permit, syllabus 
guidelines, and numerous others. 

 
2. Instructional materials on file, for example sample syllabi and assignments for many of 

the courses typically taught by part-time instructors. 
 

3. Dedicated office space, phone line, and computer access to support teaching 
activities. 

 
4. Complete administrative support of personnel, technology, and teaching matters by 

COM full-time administrative staff, technology assistant, and student office assistants.  
Administrative Secretary Debbie Whiting does an excellent job of helping part-time 
faculty members with all aspects of their work, starting with the process of assembling 
a personnel file. 

 
5. Invitations to departmental events, including (but not limited to): annual December 

holiday gathering and annual banquet during the Spring term (with one 
complimentary banquet ticket for each part-time faculty member). 

 
6. Recognition of part-time faculty excellence and contributions via annual awards 

presented at the Spring banquet. 
 

7. Formal assessment (beyond required SPOT evaluations) in accordance with CAS 
guidelines.  The department chair (as on-going participant) and full-time faculty 
members (serving two year terms) constitute a Part-time Faculty Mentoring and 
Assessment Committee.  Our process involves: 

  
#1: For the part-time faculty member observed, Committee member reviews the 
preceding Fall and Spring SPOT materials as available 
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#2: Class session visit by a Committee member based on synchronization of 
schedules between the two individuals.  Visits are pre-arranged so both are 
aware of the session to be observed prior to the date.  If the part-time faculty 
member is teaching online, one Committee member will be enrolled in the 
course to evaluate materials and online interaction.  It will be necessary for the 
Committee member to observe more than one class session due to the nature of 
online teaching.  The part-time faculty member will have the opportunity to 
provide input to the Committee member to provide guidance for selection of 
suitable dates and times. 
  
#3: Committee member completes the standard peer teaching observation 
critique form used for full-time colleagues  
  
#4: Three copies of the critique form are produced.  One remains with the 
Committee member, one is passed along to the part-time faculty member, one is 
submitted to the department chair 
  
#5: Committee member schedules a brief (30-minute or so) meeting with the 
part-time faculty member observed.  Discussion covers SPOT results, the class 
session observed, the Committee members written feedback, and other issues 
both individuals find relevant.  In the event that arranging a meeting in-person 
proves to be too difficult, both parties may conduct the meeting virtually as an 
alternative.  
  
#6: Each part-time faculty member submits a brief written report including a 
response to recent SPOT results, general self-assessment of their teaching, 
specific assessment of the observed classroom session, summary of their 
meeting with the Committee member, and planned efforts to enhance teaching 
based on these elements. This report may also include any differences of opinion 
the part-time faculty member holds with regard to the peer evaluation filed by 
his/her assigned Committee member.  The report carries no stipulation for 
minimum or maximum page length apart from a requirement that the part-time 
faculty member cover the aspects noted above. 

 
Informally, the department’s general culture and atmosphere foster connections with its part-
time faculty members.  From the interview process on, the department chair remains aware of 
their activities, monitors their progress, provides necessary support, and acknowledges their 
dedication to the unit’s program and contributions as teachers.   
 
Other full-time faculty members are encouraged to share their expertise and teaching materials 
and offer advice in response to specific questions.  Two of the department’s full-time lecturers 
began as part-time faculty members, so their perspective is often quite beneficial.   
 
Ultimately, COM full-time faculty members make a concerted effort to confirm the substantive 
participation of the part-time faculty in its curriculum.  Beyond assistance staffing fundamental 
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classes, several part-time faculty members enhance the unit’s degree program by covering 
specialty areas, for instance, communication with the deaf and hearing impaired, and 
mediation and conflict management.  Part-time faculty often  
co-construct with students and supervise DIS enrollments—yet another illustration of the vital 
role they play in expanding communication studies offerings. 
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Professional Development Heuristic 
 

Revision Date Version Key Change or 
Comment 

Approved by See also 

August, 2011 1  Full-time Faculty  

 
The department of communication studies at UNCW is committed to the on-going 

professional development.  It is assumed that we are all “in process” as teachers and scholars 
throughout our careers and will model the core skills of intellectual curiosity and praxis for our 
students.  For those who are research active, the act of conceptualizing, researching and 
publishing sufficiently demonstrates professional development as a scholar.  For those who are 
not research active, some additional documentation is necessary to assist reviewers.  Such 
documentation need not be burdensome to the faculty member or evaluators but is useful 
within a framework of mutual mentoring. 

Various seasons of our professional lives and budgetary constraints often constrain 
traditional efforts at professional development (conference presentations and attendance, 
etc.).  This document was developed to identify traditional and overlooked opportunities for 
professional development.  The table is not exhaustive but is meant to aid faculty of every rank 
in identifying and pursuing professional development opportunities that meet their current 
needs and aspirations.  It is also meant to help foster accurate documentation of those efforts 
for formal reviews or teaching award applications. 

   

Activity Definition or Example 

Examples of Efforts to Improve Teaching and Pedagogy 

Conference 
Presentation of 
Pedagogy 

Presenting a paper that advances knowledge of teaching communication 
concepts or skills to others. 

Conference 
Roundtable or Panel 
on Pedagogy 

A presentation on pedagogy that is not drawn from a completed 
manuscript. 

Respondent to a panel 
on pedagogy 

Selected to respond in substantive ways to content presented by 
panelists.  This is distinct from merely facilitating discussion which is 
typically captured by the act of “chairing” a panel. 

Attending Workshops, 
Panels or Conferences 
on Pedagogy 

UNCW often has training in specific teaching technology or practices as 
well as conferences in related disciplines.  Examples would include 
Turning Technologies conference, Blackboard, CTE Workshops, etc. 

Book Club or Solitary 
Reading on Pedagogy 

Indicate the titles read in the dossier or if numerous, refer reviewers to 
supporting material where titles are listed. 

Examples of Professional Development Efforts Related to Content Mastery 

Conference 
Presentation of 
Scholarship 

Presenting a paper that advances knowledge of the discipline or a case. 

Conference A presentation on scholarship not drawn from a completed manuscript.  



55 
 

Roundtable or Panel 

Conference Panel 
Respondent 

Responding  in substantive ways to content presented by panelists.  
Distinct from facilitating discussion which is typically captured “chairing” 
a panel. 

Conference 
Attendance 

Documenting the attendance of various panels while at a conference.  
This may include highlighting pages in conference program or brief 
summary of how content will refine lecture content . 

Professional 
Association 
Conferences 

Attending associations dominated by practitioners as contrasted with 
scholars of a particular area of communication.   

Textbook Reviews Published or unpublished reviews (description and evaluation) of books 
that indicate a deep engagement with the ideas presented by the 
author(s).  Indication of how such content may inform teaching content 
or scholarship.   

Book Reviews Published or unpublished reviews (description and evaluation) of books 
that indicate a deep engagement with the ideas presented by the 
author(s). Indication of how such content may inform teaching or 
scholarship.   

Campus Speakers and 
Panels 

UNCW often has nationally prominent experts on issues directly related 
to issues and current events that can be brought into the classroom or 
inform our scholarship.     

Attending Student 
Organization 
Sponsored Panels 

CSS and other student organizations occasionally provide panels of 
practitioners.  Indication of how such content may inform teaching or 
scholarship would be beneficial for purposes of formal review. 

Book Club Attendance Participating in a formal or informal book group that engages substantive 
readings in our discipline can be a powerful way to grow professionally.  
The participant need not disclose the other members of the group but 
should indicate the titles read and a basic sense of frequency of meeting. 

Solitary Reading It should not be taken for granted that the pace and workload of the 
contemporary academy leaves time and energy for simply reading our 
journals or scholarly books apart from research for a given project.   

Listserve Membership 
and E-zine 
subscriptions 

Demonstration of active and engaged listserve membership with brief 
examples to support and illustrate connection between membership and 
professional development.  Examples of appropriate listserves would 
include CRTNET and Tomorrow’s Professor and professional magazines 
related to content areas.   

Formal Course Work Auditing or taking courses for credit.  When not self evident, the 
candidate should help evaluators see how this course functions as 
professional development and not merely personal enrichment. 

Reviewer for a Journal The critical reading that comes with being a reviewer for a journal is an 
important service that also fosters professional development.  Indicate 
how many articles were reviewed in a given year. 

Training Conference Conferences designed for practitioners can be a very appropriate choice 
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for professional development with certain content areas and 
professional development goals.  Examples might include Final Cut Pro 
training, etc. 

Training DVD/CBT or 
similar 

Record of having completed a training resource of some kind can also be 
a tangible to indicate continued growth as a professional.  SkillSoft offers 
one such option that is free at UNCW. 

Teleconference or 
Virtual Conference 

Many conferences and training sessions are now occurring virtually.  
Record of attendance and brief connections with professional goals or 
obligations are helpful for reviewers. 

Other! This list is not meant to be exhaustive or restrictive.  If you are wondering 
how to document a particular effort to improve teaching or content 
mastery please seek out a faculty mentor or the department chair.  
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Professional/Ethical Conduct 
 

Revision Date Version Key Change or 
Comment 

Approved by See also 

Oct., 2011 1st  Full-time Faculty  

 
In an effort to create and foster a climate of professional and ethical conduct and collegiality,  
the Department of Communication Studies fully embraces UNCW’s Seahawk Respect Compact: 
 

Seahawk Respect Compact  
 
In the pursuit of excellence, UNC Wilmington actively fosters, encourages, and promotes 
inclusiveness, mutual respect, acceptance, and open-mindedness among students, faculty, staff 
and the broader community. 
  

 We affirm the dignity of all persons. 
 

 We promote the right of every person to participate in the free exchange of 
thoughts and opinions within a climate of civility and mutual respect.  

 

 We strive for openness and mutual understanding to learn from differences in 
people, ideas and opinions 

 

  We foster an environment of respect for each individual, even where 
differences exist, by eliminating prejudice and discrimination through education 
and interaction with others. 

 
Therefore, we expect members of the campus community to honor these principles as 
fundamental to our ongoing efforts to increase access to and inclusion in a community that 
nurtures learning and growth for all. 
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Senator Selection 
 

Revision Date Version Key Change or 
Comment 

Approved by See also 

Spring, 2012 1    

 
 
Senators in the Department of Communication Studies are chosen on a voluntary basis.  Before 
the fall semester begins (usually during the department retreat), faculty are encouraged to 
nominate themselves.  If more than two faculty members volunteer, a vote will be held.  The 
two faculty members receiving the highest number of votes from full-time faculty will be 
chosen for the positions.   While not mandatory the department will seek to pair a junior faculty 
member with a senior faculty member.  In no case will the department be represented by two 
junior faculty at the same time.   Senator terms are two years and the department elects or re-
elects one of the senators each year so that terms are staggered.  
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Policies on Teaching 

Classroom Observation Policy (Peer Evaluation of Traditional and Online Teaching) 

 
Revision Date Version Key Change or 

Comment 
Approved by See also 

Jan., 2012 2    

 
Classroom teaching observation of departmental faculty members is required as follows: 
 
REQUIRED OBSERVATIONS:   
 
For junior (untenured) tenure track faculty members, two observations per Fall and Spring 
semesters are required until the instructor has submitted RTP materials for tenure and 
promotion, including that term (typically a total of 11 semesters).  In a given semester, 
observations are conducted by two different faculty colleagues in two different courses taught 
by the individual being observed. While other junior faculty members and even lecturers can 
offer valuable developmental feedback, it is important to insure that senior faculty who will 
vote on the candidate have had adequate direct observation of teaching in the classroom.  
 
Reports generated during a faculty member’s first semester are not officially placed in the 
instructor’s file for purposes of annual review or RTP, though the faculty member may request 
that be the case.  Peer classroom teaching observations starting with an instructor’s second 
semester and beyond are a formal part of the individual’s personnel file and teaching record.  
 
Periodic classroom teaching observation is required for part-time faculty members.  For details 
refer to the departmental document titled Part-time Faculty Mentoring and Assessment 
Program.  
 
Role of Faculty Member Being Observed 

 
1. The faculty member needing to be observed will send out  invitations and dates for ideal 

class sessions to be observed.  Junior faculty should rotate through the tenured faculty, 
including the department chair, so that a broad range of perspectives and feedback are 
collected.  Given the unit’s collaborative philosophy, junior (untenured) faculty 
members and full-time lecturers may also serve as classroom observers. This can be 
particularly advantageous when content areas or specific pedagogical strategies overlap. 

2. If not online, the faculty member being observed should provide syllabus and schedule 
of sessions to the observer to provide some context for the session being observed.  

3. The faculty member being observed should provide adequate information to students 
that the class session will include peer observation.   
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4. The faculty member should schedule a follow up visit to discuss the observation and his 
or her progress as a teaching scholar.  

5.  If deemed of potential value by the faculty member or observer, the faculty member 
should schedule a follow up meeting with the department chair and/or a senior faculty 
mentor to discuss progress as a teaching scholar.   

 
 
Role of Faculty Member Conducting Observation 
 

1. Review the course description and syllabus for the course well in advance of the 
observation. 

2. Arrive early or with the instructor and feel free to engage students so that the process is 
as transparent and unobtrusive as possible.  

3. Take notes on both the content and delivery choices being made by the instructor being 
observed.  Review the evaluation rubric and pay particular attention to feedback that 
may offer illustration and support for the numbers you will eventually assign. 

4. Complete the attached forms (See Appendices A & B) which are also available 
electronically on the department SharePoint site. 

5. If appropriate consider offering additional developmental feedback independent of the 
evaluative feedback called for in the form. 

6. Submit electronic copies of the report to the candidate, department chair and 
administrative assistant.  Such reports are placed in the faculty member’s personnel file.   

 
Online Courses 
 
Online courses should also be evaluated if they are a regular part of a given faculty member’s 
teaching contribution.  Peer observation will include reviewing representative assignments and 
observing electronic postings between teacher and students.  Guest access to the course can 
also be arranged depending on the comfort level of observer in navigating the specific platform 
for the course (e.g.; Blackboard).  See form in Appendix B below. 
 
OPTIONAL/ENCOURAGED OBSERVATIONS: 
 
Tenured faculty members are encouraged to invite peer teaching observation when preparing 
materials for promotion to Professor or post tenure reviews.  The department chair may also 
require peer teaching observation of a tenured faculty member if concerns arise, for example,  
as a result of annual or post tenure reviews. 
  



61 
 

Appendix A (Form for Traditional Classroom) 
See also  https://share.uncw.edu/sites/aa/cas/dp/commstudies/Shared%20Documents/ 

Departmental%20Policies/Faculty%20Peer%20Observation%20I.pdf

https://share.uncw.edu/sites/aa/cas/dp/commstudies/Shared%20Documents/
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 Appendix B (Form for On-line Course Evaluation) 
 1=Poor, 2=Below Average, 3=Average, 4=Above Average, 5=Excellent, or CR=Cannot Rate 

 
1. Please rate the course 

a. The content of the course was 1  2  3  4  5  CR 

2. Were the course expectations made clear for the following? 

a. Course goals and objectives 1  2  3  4  5  CR  

b. Assignments   1  2  3  4  5  CR 

c. Test/Quizzes     1  2  3  4  5  CR 

d. Deadlines   1  2  3  4  5  CR 

e. Discussion   1  2  3  4  5  CR 

3. Please rate the instructor 

a. The instructors contribution to the course was 1  2  3  4  5  CR 

b. Explanations by the instructor were clear 1  2  3  4  5  CR 

c. Feedback from instructor was constructive 1  2  3  4  5  CR 

d. Instructor provided communication opportunities to students   1  2  3  4  5  CR 

4. Please rate the design of this course.  

a. The course was well organized and easy to navigate 1  2  3  4  5  CR 

b. The level of communication/interaction with students was appropriate  1  2  3  4  

5  CR 

5. What could have been added to the course to help students  better understand the 

material? 

(Check all that apply and offer a brief explanation.) 
Readings 
Audio content 
Video 
Case studies 
Visual content 
Hands on activities 
Practical application  
Discussion 
Nothing 
Other _______ 

      6.    Please rate assignments   
a. Assignments/ activities helped  students to understand course content  1  2  3  4 

5  CR 
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Office Hours for Full-time and Part-time Faculty 
 

Revision Date Version Key Change or 
Comment 

Approved by See also 

October, 2016 2  Full-time Faculty  

 
The Department of Communication Studies values faculty presence in the department.  We 
believe that, as part of our responsibilities as professors of UNCW and employees of the state 
of North Carolina, we should be available to our students outside of class on a consistent basis. 
This policy attempts to negotiate the value of traditional presence and the realities of an 
increasingly asynchronous world where email and other mediums are used to effectively 
communicate with students.  Therefore, although the university has no specific requirements 
regarding faculty office hours, it does require each department to articulate an office-hour 
policy.  To this end, each full-time faculty member in the Department of Communication 
Studies is expected to abide by the policy below. 
 
The basic expectation is to be available to students a minimum of six hours per week (two 
hours per week for a summer session) and “by appointment” as needed. 
 
Regardless of modality of classes offered, up to two office hours can be virtual. That is, different 
forms of mediated interactions with students (e.g. Black Board conversations, email, Skype, 
yammer, etc.) can be used to fulfill a faculty member’s obligations to be available to students 
for that class. 
 
Instructors who teach online can hold two online/virtual office hours for each three-hour 
course for up to four virtual hours of the six hours required. 
 
For those with course reductions, as a general rule, faculty should hold two office hours for a 
three-hour course, regardless of whether the course is taught face to face or on line.  
 
Whether a faculty member plans to hold only physical office hours or a combination of physical 
and virtual office hours, her/his policy must be clearly explained in the syllabus, and office 
hours must be posted on office doors.  
 
On any occasion when an unavoidable conflict arises that prohibits a faculty member from 
keeping a physical office hour, faculty should post a note (or have a staff member post a note) 
on their office door. 

Office hours for part-time faculty will be determined in consultation with the department chair 
in light of the faculty member’s other professional and personal obligations and the number of 
courses taught in a given semester. 
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Leave of Absence Policy 
 

Revision Date Version Key Change or 
Comment 

Approved by See also 

 August, 2011 1    

 
Purpose: This policy outlines the steps the faculty member will take for either: A) illness  B) 
professional development C) Religious observation 
 
Guiding Principles: 
Based on state guidelines, students are entitled to a designated number of instructional hours 
and these are built into the semester plan. A faculty member is expected to meet every class as 
scheduled. 
The first and the last week of class are especially important for the integrity of the class. 
 
Faculty Handbook: 
http://www.uncw.edu/fac_handbook/responsibilities/teaching/absences_fac.htm  

Any faculty member who contemplates being absent from regular campus duties is expected to make 
arrangements in advance with the department chairperson. Where possible, the faculty member should prepare 
an assignment for each class affected and should arrange for a colleague to provide instruction. 

In the event of an absence caused by an emergency or sickness, the faculty member should inform the department 
chairperson.  

Absence based on illness or emergency: 
In case of unanticipated illness or emergency, all reasonable effort should be made to contact 
the department chair and the administrative assistant(s) prior to the class.  
In case of anticipated or longer termed illness, the faculty member must contact the 
department chair and together they will determine how the instructional time will be all 
covered.  
If it is determined that the absence will be longer than two weeks, then the faculty member will 
have to apply for Family Medical Leave/Faculty Salary Continuation.  
If the illness is longer than the 12 weeks of FMLA, then the faculty member must apply for 
short-term disability, and the chair will consult with the dean concerning long-term coverage of 
classes.  
 
Absence based on professional development: 
A faculty member should give timely notification and request for approval for absence from 
class. In any case the faculty member must request approval from the chair in writing at least 
one week in advance of the anticipated absence indicating the nature of the activity, the length 
of absence, and the arrangements that have been made to cover the instructional time and 
teaching-related responsibilities.  
No approval will be given for an absence longer than two weeks.  
 

http://www.uncw.edu/fac_handbook/responsibilities/teaching/absences_fac.htm
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Absence based on religious observation: 
A faculty member may be absent from class for purposes of religious observation and must 
notify the chair prior to the first day of class and indicate the arrangements for covering the 
classroom instruction.  
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Directed Individual Studies 
 

Revision Date Version Key Change or 
Comment 

Approved by See also 

Sept. 23, 2011 1st  Full-Time Faculty  

 
The Department of Communication Studies embraces the following wording taken from the 
UNCW undergraduate catalogue, with the exception of the minimum g.p.a. (see below): 

 

Directed Individual Study 
“This course, designated as 491 in each department, involves investigation beyond what is 
offered in existing courses. To enroll in a Directed Individual Study, students must be a junior or 
senior.  Additionally, students must have an overall grade point average of at least 2.00 and the 
approval of (1) the faculty member who will direct the study, (2) the departmental chairperson, 
and (3) the appropriate dean. Departmental criteria will include (1) the availability of the 
instructor (ordinarily, instructors will not supervise more than six student credit hours of 
Directed Individual Study per semester), (2) the appropriateness of and need for the proposed 
study in the student’s program, (3) the availability of library and other research resources, and 
(4) the feasibility of completion of the proposed study in the allotted time. Students are limited 
to nine credit hours of Directed Individual Study toward graduation requirements, not more 
than three of which can be outside the student’s major.” 

 
In addition, Communication Studies faculty should adhere to the following requirements: 

 A DIS may be for one, two, or three hours of credit. 

 Students must have a minimum 3.0 g.p.a. in Communication Studies or a cumulative 
g.p.a. of 3.0 (exceptions may be granted by the department chair and faculty advisor 
to facilitate graduation if a student is in his or her final semester)  

 Faculty should insure that the DIS contain the equivalent rigor of a 400-level course 

 Faculty should work with students to complete the DIS form in a timely manner, 
consistent with the deadline set by the Associate Dean of the College of Arts and 
Sciences. 

 Faculty should create a syllabus that contains relevant policies and clauses as well as 
sufficient details about expectations, assignments, and grading criteria to avoid 
ambiguity and potential grade challenges. 
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Domestic and International Study Abroad Policy 
 

Revision Date Version Key Change or 
Comment 

Approved by See also 

November 10, 
2011 

1 New Full-time Faculty  

 
Purpose:  This policy provides rationale and guidelines that govern study abroad experiences in 
COM. 
 
Scope:  This policy is for all faculty who formally or informally advise students regarding study 
abroad.  It is particularly pertinent for the OIP liaison for the department. 
 
Guiding Principles:  UNCW’s mission claims a commitment to “global perspectives.”  And to 
that end, UNCW’s strategic goal # 4 challenges us to “Create an educational environment that 
prepares our students to be global citizens.”  (http://uncw.edu/planning/documents/StrategicPlan.pdf) 

We say in our department mission statement, “Because communication studies is a broad 
discipline, we expose our students to the variety of contexts in which communication takes 
place.”   
 
In operationalizing this commitment we have a section about study abroad opportunities in our 
Student Handbook, and it is explicitly stressed in advising materials.  We have created a website 
that houses pictures and testimonies from our majors who have studied abroad.  Students who 
study abroad recognize that they learn more about themselves and grow as individuals as they 
have the unique opportunity to immerse themselves in other cultures and learn different world 
perspectives. This policy negotiates the desire to encourage study abroad experience with 
insuring that we have had appropriate oversight and input into a degree that we ultimately 
must endorse at graduation. 
 
Guidelines: 

1. Students must meet UNCW requirements to study abroad. 

2. A student’s study abroad experience must adhere to the UNCW residency requirement.  

This requires that students must complete 15 hours of 300-400 level coursework in their 

major at UNCW.  The COM major has 9 hours of upper division in our core.  The student 

must choose at least 2 more upper level COM electives (i.e.  6 hours) to meet the 

residency requirement.  This is especially important to check if the student is planning to 

go abroad his or her final semester.  Only 15 hours of study abroad credit may be 

applied toward the 42 hours required in Communication Studies.  All other international 

credit earned, however, may be applied toward the 124 hours to graduate. 

3. We defer to OIP expertise when interpreting grade and hour equivalencies. 

http://uncw.edu/planning/documents/StrategicPlan.pdf
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4. Students must take the COM core classes at UNCW.  COM 101 often transfers in from 

community college or other universities but with rare exceptions, all other core classes 

must be taken at UNCW.   

5. A student also must meet the department requirement of one 400-level COM elective  

taught at UNCW.   

6. Unless there is a compelling reason to do otherwise, study abroad course will “come 

back” as COM 294 or COM 494 courses to provide students with maximum flexibility 

with respect to course work within the department.   

7. Given the above, faculty are encourage to work with study abroad to allow study abroad 

courses to serve as prerequisites for courses where appropriate.  For example, while a 

“Media in Spain” course may come back as COM 294, faculty would be encouraged to 

count that as equivalent to COM 265 for the purposes of allowing that student to take 

more advanced media classes.   

Responsibilities: 
 
Faculty should do the following: 

1) Promote international perspectives and experiences in the classroom. 

2) Ask about student intentions to study abroad or not during advising. 

3) Refer interested students to the COM OIP liaison as soon as possible. 

4) Work with students when reasonable to facilitate study abroad experiences within 

guidelines above. 

OIP Liaison should do the following: 
1) Promote international experiences within the department by making faculty and chair 

aware of unique opportunities, study abroad fair, etc.  

2) Be willing to become official advisor of students who will study abroad. 

3) Help faculty with interpretation and equivalency issues as they relate to possible 

prerequisites, etc.  

4) Solicit a “paragraph and pictures” from students who travel abroad to further enhance 
and update our website.  
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Early Morning Class Rotation Policy 

 

Revision Date Version Key Change or 
Comment 

Approved by See also 

August, 2011 1  Full-time Faculty  

 
In the event that the chair must assign 8:00 am or 9:00 am classes to comply with classroom 
allocation constraints or class scheduling as it relates to course variety/accessibility issues for 
students, the following procedure will be invoked: 
 

1. The chair will solicit volunteers via email that identify the number of 8 am and 9 am 
classes needed and the chair’s ideal priorities for those time slots. For example “We 
need two more 8:00 am classes and I would like to move one of the 340 or 341 
sessions to that slot along with another upper level offering.” 
 

2. If the call for volunteers fails to meet the demand, the chair will assign the morning 
class(es) using a list based on years of service and the last early morning class 
assigned or served in response to the call for volunteers.  The list will start with the 
most junior member at the top and most senior member at the bottom.  Upon 
serving the department in this way, the faculty member moves to the bottom of the 
rotation independent of years of service. 
 

3. Faculty who are assigned the morning class have the option to secure an alternate 
faculty member within two business days to meet their obligation.  Should they 
secure a replacement, they, not the “volunteer,” would return to the bottom of the 
rotation. 
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Double Section Policy 

 

Revision Date Version Key Change or 
Comment 

Approved by See also 

Feb., 2012 1  Full-time Faculty  

 
 
The department takes a holistic approach to determining which sections of a given course may 
constitute a “double section.”  Factors that are discussed include the following: 
 
1.  Enrollment cap in a typical single section 
2.  Pedagogical strategies employed in the proposed double section 
3.  Types of graded products from the students 
4.  Department need 
5.  Whether it is a new or established preparation for the faculty member 
 
Faculty wishing to have their section considered as a double section are asked to address these 
issues in writing and in discussion with the chair.  The chair then makes a decision.  If the 
decision is difficult, the chair will consult with professors in the department and use their 
recommendation to help inform the decision. 
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Policy on Rewarding Faculty Who Direct Individual Studies and Honor’s Theses 

 

Revision Date 
 

 

Version Key Change Approved By See Also 

Oct. 5, 2012 1st  Voting Faculty  

 

Purpose:  This policy outlines the credit hour equivalences (i.e. CHE) faculty in the Department 

of Communication Studies will receive for Directed Individual Studies (i.e. 491, DISs) and Honors 

Theses (i.e. 499) within a given semester.  This policy also explains how many CHE faculty must 

earn over a period of time in order to receive a course reduction during a future semester.  The 

Department of Communication Studies typically has a faculty member direct all internships (i.e. 

498) as part of her normal teaching load.  Those internships do not fall under this policy.  

However, should another faculty member supervise an internship in addition to his/her normal 

teaching load, that course could count toward the banking policy outlined below. 

Guiding Principles:This policy is guided, in part, by the CHE policy set forth in the  College of 

Arts and Sciences Policies Manual,http://www.uncw.edu/cas/policy  (pp. 43-44)where: 

(1) Supervision of honor’s thesis: 1 student credit hour=0.2 CHE 

(2) Supervision of directed individual study: 1 student credit hour=0.2 CHE 

This policy is also guided by a desire to strike a careful balance between rewarding the hard 
work necessary for a DIS or thesis while not wanting to undermine the intrinsic value of working 
closely with our best students. 
 
Policy:   When, a faculty member accumulates (or “banks”) three hours of CHE either through 
directing individual studies or honor’s theses or a combination of both, that individual is eligible 
to petition the chair for compensation (e.g. a course release) during a future semester.   
Compensation will be negotiated and approved by the department chair only after (1) 
consideration of the department’s instructional needs, (2) consideration of the number of 
faculty requesting a course release within a semester, and (3) consultation with the CAS dean. 
In other words, compensation within a specific semester requested by a faculty member is not 
guaranteed. 
 
A faculty member may redeem no more than one CHE-based course reduction per semester.  
 
Faculty with seniority in terms of earning a course reduction will have priority choice of 
exercising that privilege when more than one faculty member is requesting compensation. 

http://www.uncw.edu/cas/policy
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Once a faculty member receives a course reduction, he/she must wait until all faculty who have 
earned a course reduction have had the opportunity to use it.  Thus, it might be that a faculty 
member has to wait several years before she/she can receive another course reduction. 
 
When a faculty has accrued sufficient DIS and thesis credits to warrant compensation, that 
faculty member will initiate a meeting with the chair to negotiate a compensation option.  Such 
options may include—but are not limited to—(a) a course reduction, (b) a one-semester break 
from advising, (c) additional professional development funding, or (d) other equivalent 
possibilities. 
 
If the faculty member is planning to bank DIS or thesis credits for eventual course reduction or 
other compensation then such efforts must be listed under compensated service on end-of-the-
year reports.  Since summer DIS credits are already compensated monetarily, summer DIS 
credits do not count toward the banking total.  
 
When petitioning for compensation, the faculty member should provide a summary of the DIS, 

thesis and internship credits accumulated by semester that provide the basis for the 

compensation.   

(Note:  Regardless of whether a student successfully completes an honors thesis, a 

faculty member will receive the appropriate CHE for directing the project.  Faculty 

should in no way be penalized for a student’s failure to do the work.  Since honor’s 

theses that are not successfully completed will default to a DIS, faculty will receive the 

same number of CHE for a DIS as if it were an honor’s thesis.) 

This policy will take effect during the fall, 2012 semester.  Direction of DISs or honor’s theses 

prior to the fall, 2012, semester will not be counted in the accrual of CHE. 
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Miscellaneous Policies 
 

Office Assignments 
 

Revision Date Version Key Change or 
Comment 

Approved by See also 

August, 2011 1    

 
Office locations in the Department of Communication Studies will be assigned on the basis of seniority.  

That is, faculty who have taught at UNCW for the longest will be given first right of refusal for any office 

that is available, unless there are mitigating circumstances that require an individual with less seniority 

to occupy a particular office (e.g. a  handicap member who needs to be near a particular exit). 

 


