
History Department Policy and Procedures Manual 
Compiled Summer 2012 

1 Department Structure, and Leadership 
1.1 Department Chair Selection Process 

Modified Spring 2012 
This policy is consistent with CAS Policy II-2-3-3 on Chair Recruitment. 

On the recommendation of the provost and dean, the chancellor appoints all chairpersons. 
UNCW’s Faculty Handbook delegates to the dean the responsibility for determining the process 
leading to the recommendation. Each department must develop a policy on chair recruitment 
procedures and obtain the approval of the dean. The dean initiates the recruitment process and 
has final approval of the department’s recommendation.  

Renewal and Term of Service  

The term of the history department chair shall be for four years, beginning July 1 following his 
or her appointment. A sitting chair may, with the department’s approval as outlined below, 
renew his or her term of office for one additional three-year period. 

Procedure  

In the spring semester prior to a current chair’s last year of service, the chair should provide 
written notification of his/her eligibility and intent to renew to the dean and to the department. 
The dean will consult with the department’s faculty regarding both the current chair’s 
willingness and eligibility to renew, and the option for a national search for the chair’s 
replacement. This option is determined primarily by the availability of salary resources and a 
new position to support the outside hire.  

Within two weeks of the dean’s visit to the department, the current chair will call for (but not 
attend) a meeting to consider how the department will proceed. One of the senior members will 
preside over the meeting. After opportunity for debate and discussion, all tenure-track and 
tenured faculty in the department who are present take a vote by secret ballot and decide between 
1) renewing the current chair (if willing and eligible) 2) launching an internal search 3) (if 
available) launching a national search. A renewal decision or a decision to have an external 
search must receive two-thirds of the ballots cast (proxy votes are not accepted). The presiding 
senior member will report the department’s decision to the dean who will inform the sitting 
chair. The dean will review the department’s decision, and will meet with or otherwise report his 
decision to the faculty. If a search is determined to be needed, the current chair can offer himself 
or herself as a candidate for the position.  

 



National Search  

The dean initiates the search by appointing a search committee comprised of members of both 
the senior and junior faculty in the department and one member-at-large at the senior rank from a 
comparable discipline; the current department chair does not serve on the search committee. The 
search committee should include at least one junior member of the faculty and, in so far as 
possible, reflect the diversity of the department (gender and otherwise). The committee is 
charged with drafting a position announcement for the dean’s approval, screening all applicants, 
and recommending a pool of finalists for the dean’s approval for presentation to the full-time 
departmental faculty. Internal candidates may apply, but all applicants in a national search, 
whether external or internal, must hold at least the rank of associate professor, although it is 
preferred that a candidate qualifies for the rank of full professor at UNCW. Also, the candidate 
should have some degree of administrative experience. Applications must include 1) a statement 
of administrative philosophy, 2) a summary of the applicant’s research, 3) evidence of teaching 
effectiveness, 4) curriculum vitae, 5) official copies of all university transcripts, and 6) the 
names, addresses, and telephone numbers of five references. They must also include a statement 
of the applicant’s vision for the department’s future.  

The search committee will conduct its business in accordance with departmental policy with 
regard to advertising the position, reviewing applications, creating a short-list of candidates, and 
conducting preliminary personal interviews at an appropriate professional meeting. The search 
committee will submit the names of between three and five finalists to the department at a 
meeting called to discuss this issue. Prior to this meeting, the dossiers of these candidates will be 
made available for the faculty’s review. The search committee chair will preside over this 
meeting and all internal applicants will absent themselves from this meeting. Once the 
department approves the final list of applicants, the search committee chair will communicate 
this information to the dean (and will provide the dean with copies of the applicants’ files).  

External candidates are normally invited to campus for a three-day interview that includes initial 
and closing meetings with the dean, a formal presentation to the full department, a dinner with 
the search committee, and a departmental reception and other opportunities to interact informally 
with faculty and students, as well as other activities deemed appropriate by the department. 
Internal candidates for the chair’s position must submit the same application materials and 
participate in the same interview activities as external candidates. The outgoing chair of the 
department will not attend any formal department interviews, but will be scheduled for a private 
interview with each finalist. At the conclusion of the last interview, the department will have 
seven days to make its recommendation to the dean following procedures outlined in the 
departmental policy. During the same seven-day period, all full-time faculty members are invited 
to send their individual assessments of the finalists directly to the dean for consideration.  

The chair of the search committee will convene and preside over the department meeting called 
for the express purpose of voting for a new department chair. All internal candidates will absent 



themselves from this meeting. The current department chair may attend and cast ballots. After 
opportunity for debate and discussion, all tenure-track and tenured faculty in the department who 
are present are eligible to vote by secret ballot on this matter. The winner must receive two-thirds 
of the ballots cast (proxy votes are not accepted). If no winner emerges on the first ballot, the 
candidate with the fewest votes will be eliminated and the remaining candidates will advance to 
a run-off election. After one candidate has secured the necessary two-thirds, the winner’s name 
will be offered to the department for a final vote. The chair of the search committee will report 
the department’s recommendation to the dean.  

The dean will then consult by telephone with the deans(s) of the finalist(s) receiving the 
strongest support by the departmental faculty. Pending a positive recommendation from the 
finalist’s dean and the UNCW dean’s concurrence with the departmental recommendation, the 
UNCW dean will inform the department that the candidate’s appointment is being forwarded for 
approval by the provost and the chancellor. Should the dean discover serious problems with the 
faculty’s choice, the dean will meet with the department to discuss those problems and then 
solicit the faculty’s recommendations for either an alternative choice or a reopened search the 
following year.  

Internal Search  

The dean invites all tenured associate and full professors in the department to apply formally for 
the chair’s position. All applicants should submit the same kind of application materials required 
for a national search (see above), with the exception of official transcripts (copies of which 
should already be on file in Academic Affairs) and references, though the inclusion of external 
references is optional. Internal applicants must also include a statement of their vision for the 
department’s future with their applications. The dean will appoint a senior faculty member to 
serve as the coordinator of the internal search. The internal search will then proceed according to 
departmental policy.  

This search will be conducted during the fall semester of the last year of the current chair’s term 
of office. The coordinator of the search will set a deadline for applications (no more than a 
month after the dean’s appointment of the coordinator). All applications received shall be 
photocopied and distributed to all tenure-track and tenured faculty members of the department at 
least two weeks prior to a department meeting called to vote on the matter of the chair. The 
coordinator of the search committee will convene and preside over the department meeting 
called for the express purpose of voting for a new department chair. All internal candidates will 
absent themselves from this meeting. After opportunity for debate and discussion, all tenure-
track and tenured faculty in the department who are present are eligible to vote by secret ballot 
on this matter. The winner must receive two-thirds of the ballots cast (proxy votes are not 
accepted). If no winner emerges on the first ballot, the candidate with the fewest votes will be 
eliminated and the remaining candidates will advance to a run-off. After one candidate has 
secured the necessary two-thirds, the winner’s name will be offered to the department for a final 



vote. The chair of the search committee will report the department’s recommendation to the 
dean.  

The outgoing chair will not attend the formal department interview(s), but will have a separate, 
informal interview with the applicants(s) and will submit a separate written assessment of the 
candidates to the dean. Prior to the department meeting, faculty members will also be invited to 
send their own individual assessment directly to the dean. Should the dean approve the 
department’s recommendation, the dean will recommend the applicant to the provost for 
approval. Should the dean discover during the interview problems that threaten a preferred 
applicant’s potential effectiveness as the next chair, the dean will meet with the department to 
discuss the search and to determine a mutually acceptable resolution. If no resolution results the 
dean will indicate his/her recommendation to the provost, but will also communicate the fact that 
the recommendation does not have the full support of the department.  

1.2 History Departmental Committee Structure and Duties 

Modified Spring 2012 

1. At the beginning of the academic year, the chair provides full-time faculty members with 
the departmental committee form which faculty members return within a week's time 
(having indicated their first, second, and third choices). Committee appointments will run 
through an academic year, unless otherwise noted.  

2. The chair appoints faculty members to departmental standing committees [see below], 
making sure that assignments reflect (as much as possible) the wishes of the faculty and 
the equal distribution of work assignments. 

3. Standing Committees in the Department of History are as follows: Graduate, Planning, 
Public History, Undergraduate, Faculty Research, Library, History Teaching Alliance, 
Public Programs, Scholarship, Moseley, Newsletter, Sherman Lecture. 

4. The department chair will also appoint a single faculty member to each of the following 
coordinator positions, with duties as assigned by the chair: Internship, Phi Alpha Theta, 
Historical Society, and Assessment.   

5. When assigning faculty members to the Planning Committee, the chair is guided by the 
membership stipulations outlined in the Planning Committee document. 

6. When assigning faculty members to the Graduate Committee, the chair will consult with 
the Graduate Coordinator. 

7. When assigning faculty members to the Public History Committee, the chair will consult 
with the Director of Public History. 

8. As needed, the chair will create and make assignments to temporary committees (e.g.: 
search committee). 

9. Committees will conduct business according to the timetable set by the committee chair. 
Committee business should be conducted through formal deliberations as much as 



possible (although the committee chair may, on occasion, conduct routine business via 
phone, email, or print).  

10. Committee reports are presented to the full department for approval at monthly 
departmental meetings. The chair of the department may request that a committee chair 
report to the full department or the committee chair may request that his/her committee 
report be placed on the agenda. A simple majority (of those present) is required for 
departmental approval of an action proposed by a committee. 

1.3 Formation of a Planning Committee 

Adopted Fall 1991 

1. The Planning Committee will consist of the chair of the department, the graduate 
coordinator, the undergraduate coordinator, the public history director and two other 
members of the faculty selected by the chair of the department. Tenure-track and tenured 
faculty should be represented on the Planning Committee roughly in proportion to their 
numbers in the Department.  

2. The overarching responsibility of the Planning Committee is to define short and long-
term departmental objectives and to examine the ways in which available resources and 
anticipated resources can be best distributed so as to achieve those objectives most 
effectively. 

3. The function of the Planning Committee ought not to encroach upon the prerogatives of 
the Department as a collective body. 

4. Organizational, programmatic, and budgetary issues that effect the operation of the 
Department should come before the Planning Committee. Recommendations emanating 
from departmental standing committees that have a bearing on planning considerations 
should be vetted by the Planning Committee before being submitted to the Department 
(not, however, with a view to controlling what recommendations are place before the 
Department). 

5. Policy proposals that emerge from the Planning Committee are to be presented to the 
Department as a whole for discussion and action. The Department as a whole must retain 
jurisdiction over all decisions respecting policy. The operation of the Planning 
Committee must not diminish the ultimate responsibility of the Chair of the Department 
or intrude on the authority of the Department as a whole in the formulation of policy. 

1.4 Departmental Process for Selecting the Graduate Coordinator 

Approved Spring 1991; Revised November 2000 and Spring 2012 

    The selection process is as follows:  



1. At the beginning of the final semester of the third year of the current graduate 
coordinator's term, the chair of the department will notify all full time tenured faculty of 
their eligibility for the position of graduate coordinator.  

2. Tenured faculty who wish to serve a three-year term as graduate coordinator must 
provide the chair of the department with two documents: a letter of intent to seek the 
position and a curriculum vitae.  

3. The chair of the department will make the documents described above available to the 
faculty eligible to vote on personnel issues. These documents must be made available at 
least two weeks in advance of the department meeting called to select the graduate 
coordinator.  

4. At the designated meeting called to deliberate and select the graduate coordinator, faculty 
members will vote by secret ballot. To secure the position, a faculty member will need to 
receive a simple majority of the votes cast by those present; as with all personnel matters 
within the department, no proxy votes will be accepted. 

1.5 Departmental Process for Selecting the Undergraduate Coordinator  

Approved Fall 1991; Modified Spring 2012 

All full time tenure-track and tenured faculty are eligible for the position of Undergraduate 
Coordinator. The selection process is as follows: 

1. At the beginning of the final semester of the third year of the current undergraduate 
coordinator's term, the chair of the department will notify all full time tenure and tenure-
track faculty of their eligibility for the position of undergraduate coordinator.   

2. Members who wish to serve a three-year term as undergraduate coordinator must provide 
the chair of the department with two documents: a letter of intent to seek the position and 
curriculum vitae.  

3. The chair of the department will make these documents available to faculty eligible to 
vote on personnel issues. These documents must be made available at least two weeks in 
advance of the department meeting called to select the undergraduate coordinator.  

4. At the designated meeting called to deliberate and select the undergraduate coordinator, 
faculty members will vote by secret ballot. To secure the position, a faculty member will 
need to receive a simple majority of the votes cast by those present; as with all personnel 
matters within the department, no proxy votes will be accepted. 

1.6 Departmental Process for Selecting the Director of Public History  

Approved November 2000; Modified Spring 2012 

    The selection process is as follows:  



1. At the beginning of the spring semester of the fourth year of the current director's term, 
the chair of the department will notify all full time tenure-track and tenured faculty of 
their eligibility for the position of director of Public History.  

2. Members who wish to serve a four-year term as director of Public History must provide 
the chair of the department with three documents: a letter of intent to seek the position, a 
one-page statement of vision for the Public History program, and a curriculum vitae.  

3. The chair of the department will make these documents available to the faculty eligible to 
vote on personnel issues. These documents must be made available at least two weeks in 
advance of the department meeting called to select the director of Public History.  

4. At the designated meeting called to deliberate and select the Public History director, 
faculty members will vote by secret ballot. To secure the position, a faculty member will 
need to receive a simple majority of the votes cast by those present; as with all personnel 
matters within the department, no proxy votes will be accepted. 

1.7 Lectureship and Visiting Faculty Status in the Department of History, UNCW 

Approved Fall 1999; Modified Spring 2012 

A faculty member holding a full-time continuing lectureship (defined as more than a one-year 
contract) shall receive the same consideration and enjoy the same departmental rights as tenure-
track and tenured faculty.  Correspondingly, they also share in the range of responsibilities 
normally assigned to tenure-track faculty. Exceptions to the above are noted below: 

1. Although a continuing lecturer is subject to the same mode of annual evaluation as other 
faculty, he/she will not participate in the assessment of other faculty. 

2. Involvement in personnel matters shall be restricted to tenure-track and tenured faculty. 

A faculty member serving as a one-year visiting lecturer: 

1. Is eligible for committee assignments, and is expected to provide departmental service as 
directed by the chair. 

2. Is NOT expected to attend regular department meetings. 
3. Will not have regularly assigned advising duties. 

2 Department Procedures 
2.1 UNCW Department of History: Course Banking Policy 

Adopted March 27, 2006; Reviewed and Revised, 2011 

A. Rationale 

For several years now the College of Arts and Sciences has operated under Guidelines for 
Faculty Workload (accessible at http://www.uncw.edu/cas/policy) that provide for the 
assignment of additional Credit-hour Equivalents (CHEs) for "courses not taught in the standard 



lecture format or for courses in which content and/or pedagogy requires a different load 
measurement than their published credit hours." Typically, departments may grant "credit" to 
faculty members for such work as supervision of internships, master's and honors theses and 
"classes that require more preparation than regular classes. . . " These credits are accumulated, or 
"banked" until they amount to at least 3 CHEs, which can result in a one-course reassignment, 
depending on "curriculum needs and . . . subject to the approval of the department chair and 
dean."  

Given the fact that History faculty undertake many of the kinds of teaching outlined in the CAS 
policy, and that it may become increasingly desirable that the faculty undertake these kinds of 
assignments in the future, the time has come for the History Department to articulate its own 
Banking Policy, within the parameters of the CAS policy.  

B. Policy and Implementation  

1. Where the CAS Workload Policy suggests CHE for specific types of work, the History 
Department adopts these equivalents (on p. 1 of Section 111-2-2 of the CAS Policies and 
Procedures Manual):  

Supervision of master's thesis = 1 CHE awarded to primary adviser upon student's completion of 
oral defense.  

Supervision of honors thesis (499 or 599), DIS (491 or 591) or internship (498 or 598): 1 student 
credit hour = 0.2 CHE (so that for a 3-hr course the instructor earns .6 CHE).  

Additionally:  

HST 290 (4 hrs): 1 CHE per section.  

2. Bankable CHE may also be earned for courses that require more preparation than classes of 
comparable course level and content. Ordinarily a 3-credit course will not receive additional 
CHE. Allocation of CHEs for such assignments will be determined by the departmental Planning 
Committee in consultation with the chairperson and presented to the department for its approval. 
Any department member may bring a request for such consideration to the Planning Committee.  

3. Department members will be responsible for completing a Record of Banked CHEs for each 
semester in which these CHEs are earned and submitting this form to the department chair. The 
department chair will keep a copy of each of these forms in the faculty member's file and return a 
signed copy to the faculty member.  

4. When a faculty member has accumulated 3 CHEs s/he may petition the department chair for a 
one-course reassignment. The chair should grant the request, subject to  

a) other pending faculty requests for CHE reassignment.  

b) the chair's determination of instructional needs,  



c) consultation with CAS Dean’s office and relevant CAS faculty work load policies 
(CAS III-1).  

 5. A faculty member may bank CHEs as compensation for teaching overloads. 

2.2 Travel Funds Policy 

The Department of History recognizes the importance of faculty professional development and 
encourages its full-time members to participate in relevant professional meetings and 
conferences. To encourage such participation, each full-time faculty member will be awarded 
$100 per academic year to attend a professional meeting. The chair of the department will 
allocate additional funds from the departmental operating budget with priority given to:  

• Scholarly presentations at professional meeting-delivering a paper   
• Scholarly presentations at professional meetings-serving as a commentator   
• Scholarly participation at professional meetings-chairing a session   
• Service to the profession-serving as an elected officer or as a member of a committee   

Faculty members should recognize that the department cannot be expected to underwrite all 
travel requests. The chair will endeavor to support at least one national conference per academic 
year (depending on the health of the department's budget). Faculty members attending 
international conferences are encouraged to seek additional support from the office of 
International Programs and the Dean of the College of Arts and Sciences. 

2.3 The Thomas V. Moseley Faculty Development Fund Awards 

Each fall, the Department chair appoints a departmental research committee which reviews 
faculty proposals for Moseley awards (the total amount of funds available may vary from year to 
year). Priority will be given to faculty development proposals that enhance the applicants’ 
classroom teaching responsibilities. These may include seminars, workshops, etc.  Research 
endeavors are eligible for consideration provided that they relate directly to teaching (the 
relationship between research and classroom teaching should be clearly established in the 
proposal submitted to the department committee). The fund is not intended to assistant with 
attendance at regularly scheduled meetings of professional organizations, nor to provide direct 
subsidies for publication of research results. 

 Pertinent Particulars:  

1. Proposals (250 words and a budget) should be in the teaching/research field of the        
applicant  

2. Applications must include a separate page with an itemized budget 
3.   Awards will range between $500 to $1,000 , unless another limit is set by the chair 
4.   No faculty member can receive awards in consecutive years  
5.   Funds must be expended within a year of the award  



6.   Recipients are to submit a 250 word report on the project for which funding is provided 
by December of the year the funding is provided.  The report is to be submitted to the 
chair and the research committee chair. 

7.   Publications to which this support contributes should acknowledge the grant. 
8. The chairperson of the department is eligible to apply for the Moseley Award according to 

the criteria and process listed here. 
 

The committee will rank order all proposals, and determine the $ amount of the awards made, 
reporting their determinations to the department chair and the applicants. The chair will 
ensure that the funds are administered as the committee designates. 
 

2.4 Department Website Policy 

Adopted 2000; Revised 2012 

A UNCW Department of History web site is currently maintained at http://www.uncw.edu/hst. 
The Department's web masters include the department administrator assigned this duty and the 
department chair, but the web site is overseen by the Department of History's Technology 
Committee.  

MISSION STATEMENT  

The mission of the Department of History's web site is to recruit new students; assist potential 
and existing students by providing an expanded online catalog detailing the department's 
major/minor requirements, courses, programs, faculty, and classes; provide faculty members 
with an online teaching tool which they can use in their classes for announcements, assignments, 
testing, and receiving student feedback; provide the local and online community with news about 
the Department of History and important upcoming events; and provide the capability for site 
visitors to email the department and/or faculty for more information in any of these categories.  

UPDATING THE WEB SITE  

The Department of History's web site conforms to University guidelines and is officially updated 
twice a year: at the beginning of the fall and spring semesters when changes to the faculty, 
programs, and courses are normally added or deleted. Other parts of the web site might be 
changed at anytime throughout the year, particularly Faculty Individual Pages and Faculty 
Personal Pages. Faculty Individual Pages are maintained by the History Department and 
members, desiring to change their Individual Page, may email the alteration to the web master 
and normally it will be updated within a week. Faculty Personal Pages are maintained by each 
faculty member and are updated as they see fit.  

WEB SITE DESIGN ALTERATIONS  

Major design alterations to the web site are submitted to the Planning Committee, where they are 
discussed and then approved or disapproved. Once approved, the design change is implemented 
within the semester. The exceptions to this are Faculty Individual Pages and Faculty Personal 



Pages. Changes to Faculty Individual Pages and Faculty Personal Pages do not need to go 
through the Technology Committee and may be as complex or a low-key as suits that faculty 
member. Faculty Individual Pages must still conform to appropriate University guidelines and 
Department of History's web site mission statement, while Faculty Personal Pages are considered 
the "property" of the faculty member, are maintained and updated by him or her, and so can be as 
diverse or as creative as the faculty member want them to be. Only the web master and members 
of the Department's PlanningCommittee have the "write to" authority to make the changes on the 
web site and Faculty Individual Pages on UNCW's computer mainframe.  

FACULTY INDIVIDUAL PAGES  

Faculty Individual Pages are part of the Department of History's web site and are maintained by 
the web master. Updated at the discretion of the faculty member, these pages follow a 
Department of History form and design, containing the faculty member's name, university 
address and phone number, and an active email link by which prospective and existing students 
can contact the faculty member. Normally, the Faculty Individual Page contains a brief 
biography of the faculty member, his/her research and teaching specialties, and a list of his/her 
publications. Many Faculty Individual Pages have links to the faculty member's personal web 
page 

3 Hiring, Workload, Faculty Status, Tenure, Promotion, and Review Policies 
3.1 Hiring Procedures for Tenure-Track Faculty Positions 

Modified Spring 2012 

The Department of History is subject to and abides by all federal and state regulations, all 
University of North Carolina institutional policies, and all campus policies and procedures 
concerning employment. The following supplementary procedures apply at the departmental 
level: 

1. The chair is responsible for coordinating the hiring process with the university 
compliance officer and the office of the Dean of the College of Arts and Sciences.   

2. The chair works with the department to prepare an announcement describing the position.   
3. The chair appoints the search committee and its chair (with the approval of the Dean).   
4. The chair oversees the process of advertising the position in the Chronicle of Higher 

Education, the American Historical Association's Perspectives, and on H-Net. The 
announcement is published according to institutional and professional guidelines.   

5. The search committee chair receives all applications, compiles a roster of candidates, and 
routes candidates’ materials to the department administrative associate who maintains 
these files in the front office.   

6. The search committee reviews all applications for the position and submits to the 
department a "short-list" of candidates it judges suitable for personal interviews.   



7. The search committee conducts preliminary personal interviews at an appropriate 
professional meeting (e.g. the AHA, the SHA, or the OAH) or in some other way 
approved in advance by a majority vote of the whole department.   

8. The search committee recommends to the department no fewer than three finalists 
(unranked) to be brought to campus for interviews. Prior to this meeting, the dossiers of 
these candidates are made available for faculty review. With the department's approval, 
the chair of the department forwards the recommendation to the Dean and to Human 
Resources. The chair coordinates all of the arrangements (travel, hotel, and schedule) for 
the on-campus interviews.   

9. The campus interview may include a formal lecture to a survey-level history class, a 
research presentation to the faculty (graduate students are encouraged to attend the 
research presentation), informal interviews with the faculty (with a separate session for 
graduate students if there is interest), and a formal interview with the CAS Dean or the 
Dean’s designee.   

10. After all candidates have been interviewed on-campus, the chair convenes a special 
meeting of the department to discuss the candidates and to arrive at a hiring 
recommendation. The department acts as a committee of the whole and votes by secret 
ballot. The first ballot will determine the acceptability of each candidate (an unacceptable 
candidate is determined by a simple majority of those present and casting ballots and will 
be removed from the remainder of the balloting process). In separate balloting, the 
department votes for first, second, third (and if applicable, fourth) place rankings of the 
acceptable candidates. A candidate must receive a simple majority of those present and 
casting ballots in order to receive an offer (proxy ballots will not be accepted). The chair 
is responsible for the final hiring action at the departmental level: submitting a 
recommendation to the dean, tendering an offer to the candidate and negotiating salary, 
and completing all paperwork required to hire a new faculty member. 

3.2 Faculty Workload in the Department of History 

Revised Fall 2000 

Faculty workload within the Department of History consists of the following professional 
activities: teaching, research and scholarship, and service. Under almost all circumstances, full-
time department members are expected to carry 100% annual workloads in which all of these 
components are reflected. 

Workload Parameters 

1. The Department of History regards teaching as its primary mission. Therefore, it is 
expected that between 60-80% of the faculty workload during a typical academic year 
will be committed to teaching activities.  A typical three-credit course involves 
preparation, teaching, grading, advising, and supervising teaching assistants (when 



assigned to survey courses). It is assumed that this activity constitutes 10% of a 
department member's annual workload. At UNC Wilmington, the standard teaching load 
per semester is four three-credit courses (eight courses per academic year). Recognition 
(and, per policy, credit-hour equivalencies) will be given in peer review for other 
teaching responsibilities such as Directed Individual Studies, Honors Projects, and 
supervision of internships and graduate theses. Faculty not classified as research-active 
[see below] and who have no administrative duties that carry with them course-
reductions, will teach the standard load each semester (Fall and Spring). 
 

2. Research and scholarly accomplishments of faculty members are also essential 
components of quality teaching and advance knowledge in the discipline of History. In 
addition, such accomplishments enrich society and bring recognition to the department 
and university. It is expected that all faculty will engage in research and scholarship 
activities during a typical academic year.  Such activities are defined as projects leading 
to professional presentations and peer-reviewed publications or exhibitions within the 
discipline of History. Scholarship maintains and enhances a faculty member's 
professional competence and is considered a component of research). Faculty eligible for 
research-active status, as determined by the chair, will teach three, three-credit courses 
every semester they continue to be engaged in such projects.  
 

3. Service responsibilities of department members are defined as formal and informal 
professional activities on behalf of the department, college, university, profession, and for 
the public. It is expected that faculty members will initiate service activities and accept 
such assignments at the request of the chair, the dean, the faculty senate, the provost, or 
the chancellor. In the event that a faculty member is assigned (or elected) to special 
administrative duties within the department such that the service constitutes more than 
20% of his or her annual workload, said faculty member will receive a reduction in 
teaching responsibilities. 

At the present time, four administrative positions within the Department of History 
receive course load reductions for on-going administrative service. The Dean of the 
College of Arts and Sciences sets the administrative workload for the Department Chair 
(two-course load reduction per semester). The Department Chair, in accordance with 
departmental guidelines, sets the workload for the Graduate Coordinator (one-course load 
reduction per semester), and the Director of Public History and the Undergraduate 
Coordinator (one-course load reduction every other semester. Other administrative 
functions, at the discretion of the chair, may result in other workload adjustments in the 
service area. 

3.3 Policies on Research Active Status and Graduate Faculty Status 

Adopted Spring 2009 

Duties of all permanent faculty members 



All permanent faculty members in the Department of History have an obligation to be familiar 
with the latest scholarly literature in their research fields, and their syllabi and instruction should 
continue to reflect new trends and new scholarship.   

Evidence of continuing engagement with new scholarship includes, but is not limited to: 
development of new courses; substantial reform of existing courses; publication of solicited book 
reviews; publication of encyclopedia articles; invitations to review manuscripts for scholarly 
presses; attendance at scholarly conferences.  

1. Research-active status 

Department members are also expected to continue as active researchers, investigating questions 
of historical significance throughout their careers.  A pattern of continuing historical research, 
publication and productivity is required for tenure, promotion and in order to earn a 
“satisfactory” rating on mandated post-tenure reviews as long as a faculty member seeks to 
maintain “research-active status.”  

Upon consultation with the department chairperson a tenured faculty member may voluntarily 
remove himself or herself from research-active status, and in lieu of the research obligation may 
teach one additional course per semester.   

In accordance with College of Arts and Sciences policy, the department chairperson will also 
assign a 4-4 teaching load to any tenured faculty member who does not demonstrate research 
activity according to the guidelines listed below. 

A research-active member is any tenure-track member or any tenured faculty member 
who within the preceding five years has done at least one of the following: 

  i.  published a peer-reviewed monograph 

  ii.  published 2 peer-reviewed journal articles  

iii. created 2 or more works for public consumption, such as consultative 
reports, exhibits, or audio and visual productions, that have been judged 
by professional colleagues on and off campus  

iv served as department chairperson or in another position that does not carry 
a research component (e.g., associate dean) 

 In accordance with discipline-specific standards accepted by the History Department the 
department chairperson may consider certain other accomplishments as also indicative of 
research activity and may communicate this assessment to the CAS dean. Such accomplishments 
may include (but are not limited to) the following: 

  i.  editing a scholarly volume 



ii. presenting 3 or more separate papers at professional conferences or invited 
colloquia 

The department chairperson shall make work assignments that conform to CAS policy on 
research-active and non-research-active faculty status.  By the start date of each new calendar 
year, a faculty member with research-active status is expected to have met the minimum criteria 
within the preceding five years and should certify this in writing to the chairperson. The 
department chairperson shall make a determination as to research-active status after considering 
such certifications as well as the reports of peer and post-tenure reviewers.  

Post-tenure reviewers will state explicitly whether they believe candidates under review have or 
have not met the requirements for research-active status. 

The dean is the final arbiter regarding any research contribution for which there is a question of 
compliance with these criteria 

a. Criteria for Research-Active Status in the College of Arts and Sciences 
Adopted March 4, 2009 

 
1. Newly hired assistant and associate professors on the tenure track will be given research-
active status with the understanding that these faculty members are making steady progress 
in building a record of research and scholarship consistent with their departments’ 
expectations for permanent tenure at the rank of associate professor. 
2. Full-time lecturers have no expectations of research and scholarship; therefore, they are 
not eligible for research-active status. 
3. For tenured associate and full professors, the minimum criteria for research-active status 
are as follows 

a. Every five years, a faculty member is expected to publish two articles in a 
discipline-appropriate peer-reviewed journal; or one peer-reviewed article and the 
development of one peer-reviewed funded grant whose results are widely disseminated; or a 
monograph. 

b. Every five years, for a faculty member whose discipline requires creative/artistic 
achievement,  the expectation is a minimum of two performances, exhibitions, recordings, or 
other forms of artistic accomplishment subject to regional, national, or international peer 
evaluation as recognized by the academic discipline. 

c. The dean is the final arbiter regarding any research contribution for which there is 
a question of compliance with these criteria. 
4. By the start date of each new calendar year, a faculty member with research-active status 
is expected to have met the minimum criteria within the preceding five years.  Exception: 
Department chairs, associate deans, and deans returning to regular faculty roles will do so 
with research-active status, and will be expected to meet the minimum criteria within five 
years. 



5. Departments can adopt criteria for research-active status that exceed the college’s 
minimum criteria. 
 

2. Graduate Faculty Status 
Adopted Spring 2009 

Only faculty members holding graduate faculty status may teach 500-level courses, unless the 
Graduate Council grants temporary graduate faculty status. 

All research-active full-time faculty members who hold the terminal degree are eligible to be 
members of the graduate faculty in history. 

Under certain circumstances a faculty member who does not hold research-active status may 
serve on the graduate faculty, if the faculty member demonstrates particular attention to 
remaining current in his or her teaching fields.  Evidence of such attention might include: 

• Regular attendance at scholarly conferences 
• Regular publication of book reviews or review essays 
• Evaluation of manuscripts for publication 
• Editing a scholarly journal 
• Serving as book review editor for a scholarly journal 

 
The department chairperson will certify that faculty members have satisfied the criteria for 
membership on the graduate faculty at each regularly scheduled renewal of that status (as 
initiated by the Graduate School), and will make teaching assignments appropriate to each 
faculty member’s status.  If a member not serving on the graduate faculty satisfies these criteria 
at some point in the interval between renewals, the department chairperson may suggest that the 
faculty member re-apply for graduate faculty status. 

3.4 Department of History: Tenure and Promotion Expectations 

When interpreting and applying the following criteria for tenure and promotion, the Department 
of History will use these guidelines:  
 
The cumulative performance record of the faculty member under consideration is evaluated in 
four areas:  teaching, research or artistic achievement, service, and scholarship and professional 
development.  The faculty member’s cumulative performance record should demonstrate 
evidence of steady growth and maturation.  
 
Excellence in teaching and in research accomplishments ranks highest among the criteria for 
tenure and promotion decisions.  The following criteria will be reviewed with sufficient 
flexibility to permit recognition of departmental needs and individual faculty contributions.   
 
The expectations regarding faculty performance at each faculty rank are explained below.  These 
expectations are guidelines and meeting any quantifiable measures provided does not guarantee 



the award of tenure or promotion.  It is the responsibility of the faculty member being reviewed 
to provide persuasive documentation that qualitative criteria as well as any quantifiable 
accomplishments have been met.  In addition, the department, College and University consider 
the individual’s potential for future contributions to continuing and projected departmental 
programs and to institutional plans. 
 

A. Teaching 
 

The primary mission of the Department is teaching its students.  Therefore, teaching 
effectiveness is the primary criterion for tenure and promotion in the Department.  Faculty must 
be well-trained, knowledgeable, skillful, and enthusiastic presenters of knowledge.  Teaching 
involves not only the transmission of knowledge, but also the development of the students’ 
desire for knowledge, of the skills for acquiring knowledge and for critical evaluation, and of the 
attributes that enable students to assume responsible positions in society.  Teaching also involves 
fostering students’ critical written expression in exams, papers and other exercises.   

 
Teaching involves all aspects of the educative process both inside and outside the classroom.  In 
addition to formal instruction in courses, teaching activities include direct involvement with and 
instruction of students outside the classroom setting in such contexts as honors projects, 
fieldwork, independent study, thesis advising, student research and individual academic 
assistance.  Service learning and projects that involve students in faculty research are also highly 
valued. 
 
Excellent teaching also requires time and effort every semester for review, revision and 
development of effective course materials, format, and presentation to ensure rigor, range and 
depth of coverage of subject matter and the effective evaluation of student progress. 

 
Teaching content and performance shall be formally evaluated from a variety of perspectives, 
including course evaluations by students and peer evaluation of teaching performance and course 
materials such as syllabi, tests, sample assignments and course handouts.  Teaching-related 
activities outside the classroom setting and other evidence of teaching competence shall also be 
considered.  Such evidence might include evaluations by alumni and the accomplishments of 
students who have worked closely with faculty member.   

 
1. For Permanent Tenure  

 
The award of tenure is based primarily on teaching effectiveness.  Evidence of teaching 
effectiveness will include the following:  acceptance of teaching assignments to meet 
departmental program needs; preparation for and meeting assigned classes; keeping 
office hours and being available to students; evidence of course development and revision 
to remain current in the discipline; student evaluations which reflect a stimulating and 
informative classroom environment; evidence of rigor, range and depth of coverage of 
the subject matter and in evaluation of student progress; and indications of supportive and 
fair behavior in relationships with students. 
 

2. For Promotion to Associate Professor 



 
For promotion to the rank of associate professor, a faculty member is expected to 
demonstrate the ability to communicate ideas and knowledge effectively in different 
contexts, which might include large and small classes; lecture, seminar and directed 
individual study; and instruction at both the introductory and advanced level. In addition 
to the criteria for tenure described above, evaluation at this level will include evidence of 
skills and commitment to counseling or advising students, and involvement in teaching 
activities beyond the formal classroom setting.   
 

3. For Promotion to Professor  
 
Teaching excellence is expected for promotion to the rank of professor.  It is expected 
that such excellence will be reflected in teaching performance and content and in 
teaching activities outside the classroom.  Teaching excellence can also be demonstrated 
by the sharing of teaching skills through such activities as the mentoring of junior faculty, 
attendance and presentations at teaching workshops, and papers on teaching models and 
techniques. 

 
B. Research Accomplishments 

 
Research accomplishment is defined as original investigative activity in one’s academic 
discipline that enriches society and contributes to the quality of teaching.  Research 
accomplishment may appear in a variety of forming including books, book chapters, articles, 
reports, software, external grants for the production of original work, and papers presented at 
professional meetings, particularly when these products are subject to professional review.  It 
may also involve oral histories, consultative reports, exhibits, audio and visual productions, 
public programming in museums and other cultural and educational institutions, historical 
preservation and cultural resource management projects, archival administration, and research 
and reference tools when these, too are subject to professional review.  The department 
recognizes the need to allow for diverse methods of peer review in keeping with university 
policy, which calls for work to be “judged by professional colleagues on and off campus.” 

 
A continuous history of activity is more important in determining a faculty member’s 
contributions than is a short period of intensive activity.  A faculty member’s research 
accomplishments will be evaluated for their vitality, integrity, originality, and overall quality as 
judged by external, work which receives external evaluation. 

 
3. For Permanent Tenure  

   
Although the award of tenure is based primarily on teaching effectiveness, it is expected 
that faculty being considered for tenure will be able to demonstrate original work in 
progress and evidence of research or artistic achievement as appropriate to the discipline 
such as acceptance of refereed journal articles or book manuscripts or the receipt of 
external grants or exhibits which are subject to external review.  No faculty member 
should expect to receive tenure without a record of refereed scholarly publication. 
 



4. For Promotion to Associate Professor  
 

For promotion to the rank of associate professor, a faculty member is expected to have 
received some successful external review of original work.  This might be shown by the 
publication of refereed journal articles, the acceptance of a book manuscript by a non-
vanity press, significant external grant or fellowship funding, positive critical reviews for 
exhibitions, or other honors in recognition of a continuing pattern of research activity.   
 

5. For Promotion to Professor 
 
For promotion to the rank of full professor, a faculty member is expected to demonstrate 
a tangible record of professionally reviewed substantial contributions to one’s discipline.  
Although a candidate for the rank of professor is usually expected to present more 
tangible evidence of accomplishment than that expected at the associate professor rank, 
the difference in research expectations for a full professor is not solely quantitative.  
Greater quality, maturity, significance and originally of artistic achievement or research 
accomplishment is expected at this rank. 
 

C. Service 
 

Service responsibilities of faculty are defined as formal and informal professional activities on 
behalf of the faculty member’s department, college, university, profession and the community 
at large.  Expectations regarding service contributions increase as a faculty member’s career 
progresses. 

 
1. For Permanent Tenure: 
 

Service is essential for gaining permanent tenure, but no candidate should be so 
committed to service activities that inadequate time has been devoted to teaching and 
research achievement.  It is possible for a very strong teaching record and research 
achievement to compensate for a weak service record; however, it is not possible for an 
especially strong service record to compensate for a record of weak teaching or weak 
research accomplishments. 
 
Although service is accorded the least weight in the tenure evaluation, it is nevertheless 
an important component of the candidate’s professional commitment.  A smoothly 
functioning department, college or university depends upon individuals giving their time 
and energy to a wide variety of committees and other service activities.  This service is 
also a means of learning about process.  Therefore, a reasonable record of departmental, 
college and university service is expected of any faculty member under consideration for 
tenure. There is no precise way to define “reasonable” because different committees and 
tasks require significantly different amount of time and effort, but a candidate for tenure 
is expected to have established a solid record of effective involvement in this area.  The 
quality rather than quantity of service is of primary importance.   
 



It is expected that most of the faculty member’s early service contributions will be at the 
department level.  During subsequent years, the faculty member should strive to make 
service contributions to the college and university as a whole, and eventually to the 
profession and to the community at large.  Examples of such contributions may include 
but are not limited to the following: 
 
(a) Department—department committee participation as specified by department 
policies; administrative duties; special assignments from the chair; and student advising.  
Active participation in department meetings and programs is expected of all faculty. 
(b) College—participation in college-level committees and assignments.  
(c)  University—participation in university-level committees and assignments. 
(d) Profession—participation in service functions to professional organizations, such 
as committee work and leadership, review of grant proposals, and manuscript review and 
editing for professional journals. 
(e) Community—participation in local, regional, national or international community 
activities directly related to the faculty member’s profession, such as lectures and 
presentations designed for the general public, news media interviews, and professional 
advice to nonprofit agencies. 
 

2. For Promotion to Associate Professor: 
 

The criteria for promotion to associate professor include those for permanent tenure.  In 
addition, the candidate must show evidence of growth in the service areas described 
above.   
 

3. For Promotion to Professor: 
 

The criteria for promotion to the rank of professor include those for promotion to 
associate professor.  In addition, the candidate must show evidence of leadership in the 
various service areas described above. 
 

D. Scholarship and Professional Development 
 
Scholarship and professional development are continuing expectations of every faculty 
member.  They are defined as activities that maintain and enhance a faculty member’s 
professional competence.  It is understood that all faculty are expected to engage in individual 
study, such as reading the literature in one’s field.  Scholarship is continuing education 
throughout the faculty member’s professional life and is demonstrated by the ability to 
organize, synthesize and evaluate effectively the work of others.  Those activities include but 
are not limited to reviews, evaluations, commentaries and writing based chiefly on analysis and 
synthesis.  Professional development includes advanced study as shown by attendance at and 
participation in formal coursework, workshops and seminars.  The manifestations of 
scholarship and professional development may be seen in published critical reviews of the 
work of others and in edited papers and books, but will be reflected primarily in growth and 
improvement in teaching, research accomplishments, and service contributions. 
 



3.5 Department of History: Policies and Procedures for Reappointment, Promotion and 
Tenure 

 
Departmental polices supplement UNCW policies described in the Faculty Handbook and the 
Department of History Tenure and Promotion Expectations  
 
A. Mentoring of Untenured Faculty Members 
 
1. The mentoring program in the Department of History is designed to assist junior faculty in 
successfully establishing a career track and in complying with departmental and university 
guidelines for the achievement of tenure.  The mentor shall serve as a resource to guide the 
junior member in meeting current department and university tenure requirements.  The 
relationship between the senior and junior members shall be collegial rather than supervisory. 
 
2. Each junior member will, upon appointment, be apprised by the department chair of 
departmental and university expectations in teaching, research, and service.  The chair will 
continue to act as mentor with regard to these matters. In addition, a junior faculty member may 
consult with the chairperson to select a senior member in the same or related research field to 
provide additional mentoring.  Such mentoring will consist in the main in encouraging and 
supporting the junior member’s scholarly efforts.  Advice and concerns will be expressed in an 
appropriate manner, as will be determined by the mentor and the junior colleague.   The decision 
to seek an additional mentor or not to do so is an entirely optional and will be viewed without 
prejudice. 
 
3. University policy stipulates that the department chair must provide senior members with a 
copy of the chair’s annual assessment of each junior faculty member. Senior members will meet 
at the beginning of each academic year to provide the chair with feedback on each tenure-track 
faculty member.  The chair will communicate to each junior member any substantial differences 
between the chair's evaluation and that of senior members. 
 
B. Process for faculty RTP applications 
 
1. Candidates for tenure and promotion will compile dossiers in the Fall semester.  A candidate 

for promotion to full professor will notify the chairperson in the Spring semester preceding 
the Fall in which s/he intends to apply for promotion, so that the chairperson can determine 
whether senior members will require an external review. 

 
2. Candidates for mandatory or optional personnel actions will compile dossiers that conform to 

the University RTP application form, in consultation with the department chairperson, and 
place the dossier in the place and by the date appointed by the chairperson, for the review of 
senior members. 

 
3. The senior faculty in the Department of History consists of all tenured associate and full 

professors who have taught in the department for at least 4 (not necessarily consecutive or 
immediately preceding) semesters. 

 



4. The department chair, prior to writing a recommendation for tenure, must assemble, consult 
with, and take an advisory vote of the senior faculty.  Along with writing a detailed 
evaluation of the candidate, the chairperson must report the numerical results of the vote and 
state the chairperson’s recommendation for or against the RTP action. It is the policy of the 
Department of History not to accept proxy votes on personnel matters. 

 
5. At least five business days prior to forwarding the candidate’s tenure or promotion dossier to 

the dean, the chairperson must give each senior member a copy of the chair's 
recommendation letter. If the recommendation of the chairperson disagrees with the majority 
vote, the majority may submit a separate recommendation to the dean.  Such a dissenting 
recommendation must bear the signatures of a majority of senior members and the 
department chairperson shall receive a copy. 

 
C. External reviews of candidates for tenure or promotion 
 
The department concurs with the university position that external assessment of candidates “can 
be a valuable aid to the department’s senior faculty and others as they make their 
recommendations.  External reviews may be especially useful in cases where candidates have 
teaching and research interests that are atypical within the department.” (Faculty Senate 
Document March 2004) 
 
The following policy is recommended for adoption, and complies with all stipulations presented 
in the March 2004 document. 
 
1) External review will not be sought in each instance, nor is it to be construed to be required.  It 
is expected that requests for the inclusion of external reviewers will not be made frivolously, but 
only in cases in which it is clear that such opinions constitute an assessment that cannot be made 
by department faculty alone. 
 
2) Requests may originate from the faculty member coming up for review, or by a majority of 
senior members.   All department members are advised to be aware of this possibility. 
 
3) The individual under review will provide a list of four names, with CV)  of possible 
reviewers.   
 a) The department chair will select two. 

b) Reviewers will be provided with all university and departmental regulations, and a 
complete copy of the candidate’s dossier; copies to be made and forwarded by the 
department. 

 
4) The reviewers’ written assessment will be solicited, and will be added to the candidate’s 
dossier in advance of the meeting at which the candidacy will be assessed.   

a) Each of the two reviewers will cast a vote on the tenure decision.  Senior members will 
see the vote in advance of their own voting.   
b) The votes of the two external reviewers will not in any case be permitted to constitute 
a majority or plurality of the votes cast. 

 



5) Candidates are free to include in their dossier any outside evaluations of projects, publications 
or presentations, and may solicit any supportive documentation desired. 
 
3.6 Post Tenure Review Policy and Procedures 
Procedure 
 
     A faculty member under review completes a succinct report of his or her professional 
activities for the previous five years. This report is made available to the Post-Tenure Review 
committee, elected by the department from among the senior members at the beginning of the 
semester of the review (committee members prepare separate reports which are signed and given 
to the department chair and the faculty member who is the subject of the review). The chair 
reviews the report and writes the chair's evaluation. The faculty member and the chair sign the 
evaluation in acknowledgment of its receipt by the faculty member. The chair forwards a list of 
the peer evaluators, a copy of the evaluation, and the faculty member's response (if any) to the 
dean. For additional information on timetable, procedures, criteria, outcomes, and due process, 
please consult the UNCW policy on Post-Tenure Review. 

 
The Faculty Member Report 
 
     A faculty member in the Department of History who undergoes post-tenure review should 
prepare a succinct report providing an unelaborated listing of professional activities limited to 
the period under review (in most cases, the previous five years). This listing should contain the 
following information:  

1. Courses taught (listed in numerical order not chronological order) 
2. Graduate theses 
    · Directed 
    · Read 
3. Publications 
4. Scholarly presentations 
5. Service activities 
    · University 
    · College 
    · Department 
    · Profession 
    · Community 
6. Awards (teaching, research, service) 
7. Attachments 
    · Any peer evaluations of teaching 
    · Copies of publications 
 



     The Office of Institutional Research provides SPOT results for question # 16 to the chair who 
appends this information to the faculty member's report. 
 
3.7   Annual Peer Evaluation Guidelines & Procedures 
Peer evaluation of full-time tenure track and tenured faculty is conducted annually and takes 
place during the spring semester. The department chair may request that full-time, temporary 
faculty (e.g.: lecturers, visiting professors) participate in the peer review process. Tenure track 
and tenured faculty will evaluate each other and temporary faculty members; temporary faculty 
members will submit their materials for evaluation, but will not evaluate tenure track or tenured 
members of the department. The purposes of the evaluations are:  

-To comply with requirements for peer review set forth in the UNC Wilmington Faculty 

Handbook.  

- To assist the department chair in making his or her annual report to the dean of the College of 

Arts and Sciences.  

- To provide faculty members with feedback about their annual professional performance.  

- To provide the department chair with some basis for recommending salary increases based on 

merit, to the dean of the College of Arts and Sciences.  

Peer evaluations are made on the basis of three general areas--teaching, scholarship and research, 
and service--and will be conducted during the last four weeks of the spring semester. Two weeks 
prior to the evaluation process, the chair will remind faculty members to prepare their dossiers 
for annual review. A faculty dossier should include a brief (1-3 pages) outline of professional 
accomplishments (in the areas noted above) from June 1 of the preceding year through the last 
day of May for the current year and supporting documentation of professional activities and 
accomplishments. The only required documentary evidence pertains to teaching: course syllabi, 
SPOTS (provided by the chair), and where applicable, peer evaluations of teaching based on 
classroom observation. In addition, a faculty member may include the following material: course 
websites, study guides, exam questions, paper topics, advising evaluation forms, books, articles, 
book reviews, conference papers, acceptance letters, programs, thank-you notes. 
 
Faculty dossiers will be placed in the front office for review by the date announced by the chair. 
These dossiers are not to be removed from the building or reproduced, and are to be kept no 
more than one full day by any individual faculty member. The peer evaluation will include a 
brief, candid narrative of each faculty member based on the expectations listed on the form 
provided by the chair. In addition, peer reviewers will also rate the achievements of their peers 
according to the scale listed on the form. Reviewers will sign their evaluations; except by 
specific request of the reviewee (see below) individual reviews will be seen only by the chair. 
Completed forms will be placed in a folder, sealed, and delivered to the department secretary. 
The administrative associate will collate the forms and place them in each faculty member's file, 
which will be given to the chair. The chair will consult the faculty member's dossier, 
accompanying documents, and peer reviews before writing the annual evaluation. The faculty 



member will receive a copy of the chair's annual evaluation and may meet with the chair to 
discuss the evaluation. Upon request, the faculty member has the right to review his or her peer 
individual evaluations, although the chair will redact the names of individual reviewers to protect 
the anonymity of reviewers. The reviewee has the right to append a written response to the 
annual evaluation. The chair will forward copies of the evaluations to the dean at which point the 
peer reviews will be destroyed. 
 
3.8 Classroom Visitations and Teaching Evaluation Policies 

Amended 2012 

1. All instruction in the department is subject to evaluation, either by classroom visitation, 
or, in the case of online instructors, an assessment of online instruction.  

2. Any member of the department teaching face-to-face may request a classroom visitation.  
3. Non-tenured faculty, including part-time instructors, teaching face-to-face will be visited 

once each semester.  
4. Any department member who teaches online may request a peer evaluation of an online 

course. Any untenured department member, including part-time instructors, who teaches 
online only in a given semester must have an online course assessed. All reviewers of 
online courses need to have had taught online themselves.  

5. A minimum of two weeks notice is given to the faculty member whose course is to be 
evaluated; with respect to the course involved, that faculty member enjoys some 
discretion provided that at least one of the two evaluations during the academic year 
pertain to a survey course if the faculty member in question provides such instruction.  

6. Each evaluation will include two reviewers, one selected by the faculty member being 
visited and the other by the chair of the department; the two chosen for the spring visit 
must be different from those who participated in the fall review if possible.  

7. The faculty member being reviewed should provide the reviewers with a syllabus and 
appropriate course materials; the member may consult with the reviewers in advance of 
the visit, but is not obligated to do so; all arrangements pertinent to the visit are agreed 
upon by the parties concerned. In the case of online instruction, the reviewers are to be 
added to the course.  

8. Each reviewer writes a separate evaluation in which issues related to both content and 
presentation are addressed.  

9. The evaluations are completed within a week of the assigned visit; one copy of each 
evaluation goes to the chair and the second goes to the faculty member who is the subject 
of the evaluation.  

10. Faculty members are welcome to respond to reviewers and the chair in writing; such 
responses will be appended to the original evaluation and will be considered part of the 
official record of the review. 
11) For tenure-track faculty, the evaluations are to be included among the material 
examined during the annual peer evaluation process; and they are to form part of the RTP 
dossier reviewed by senior members and by the chair in connection with the rendering of 
a judgment on the faculty member's fitness for reappointment, tenure, or promotion.  

11. For non-tenure track faculty, the chair will review the evaluations in conjunction with 
other available teaching indicators and meet with the faculty member in person to discuss 
teaching effectiveness at least once per academic year. The chair will produce a written 



summary of the meeting, including any appropriate recommendations, one copy of which 
will be delivered to the faculty member, and one copy of which will remain on file in the 
department. If recommendations for improvements are made, the chair will meet with all 
returning part-time faculty no later than the midpoint of the semester following the 
issuance of the written summary and certify, after that meeting, in writing, that the 
recommendations are being acted on. 

 
4. Other Faculty and Personnel Policies 
4.1 History Department Teaching Policies 

Note: quoted material below comes from the online Faculty Handbook, available at the 
Academic Affairs webpage.  Faculty should refer to the Faculty Handbook for other 
UNCW-wide expectations and policies related to teaching. 

 
Syllabi and SPOTS 
Instructors must supply students with syllabi that list course requirements, especially those 
pertaining to attendance, grading policy and office hours.  The syllabus must include a 
statement on UNCW's Academic Honesty Policy. 
 
The Faculty Senate requires that this survey instrument, which is provided to instructors by the 
department secretary, must be administered according to instructions provided, in every section 
of every course, during the last five days of class (three in summer).  Faculty members and 
T.A.'s must leave the room while the students complete the surveys. 
 
Class Meetings and Faculty Availability 
The Chancellor's Office decides on the cancellation of classes due to inclement weather. 
 
Per CAS policy, please provide the chair with written notice if you must miss regularly 
scheduled class meetings due to illness, a personal or family emergency, or a professional 
obligation that requires travel. Such absences should be kept to an absolute minimum.  You 
should consult with the chair about arrangements made for coverage or student-work related to 
planned and unplanned absences, but note that arranging for coverage does not mean an 
absence does not qualify as a missed class for purposes of CAS policy. 
 
Faculty members should meet their classes at the time of the final exam: "if a final exam is not 
required, the instructor will determine how the final examination period is to be used."  Final 
exams may not be given during class time or on reading day or at any other unofficial time.  
"Quizzes or tests should not be given at the end of the semester or summer term" (last five 
weekdays in a semester, last three workdays in a summer term). 
 
Instructors are to make themselves available to students "2 hours each day or 1 hour each day 
during Summer School."   In the History Department we do not require faculty members to be 
on campus every day.  The requisite hours can be scheduled on the days that you are on 
campus. Faculty availability to students is an expectation.  Faculty should respond in a timely 
fashion to e-mails and requests for meetings from students.   
 



Faculty members on a 9-month contract should be available for meetings and course 
preparation by the official first day of the academic year (generally about 10 days before 
classes start), and continue through graduation in May.  Attendance at the department's 
graduation reception is expected, because it means much to students. Please rent or purchase 
academic regalia for this event. 
 
TA’s 
 
Teaching Assistants are to assist only with survey courses; they may not serve as primary 
instructors. They may assist with grading, but not do all the grading.  The faculty member is 
responsible for all grades.  T.A.'s may proctor, keep records, show films, give an occasional 
lecture or lead discussion, conduct office hours.  They may not be required to work more than 
20 hours per week. Supervising and mentoring the T.A. is the faculty member's responsibility.  
Report any difficulties to the Graduate Coordinator. 
 
Miscellaneous Student Issues 
 
The Family Educational Rights and Privacy Act (a.k.a. the Buckley Amendment) means that 
instructors may not discuss a student's academic work with anyone without the student's 
express (written) permission. This includes parents, prospective employers, etc. Refer parents 
to the Registrar, who will determine whether the parent has the right to obtain information.  
Also, do not post student grades on your door by class roster, even with names blanked out, or 
by social security number or any other identifier.  And do not leave student work in boxes or 
elsewhere where students can look through others' work. 
 
We must obey the laws that require us to accommodate students with documented disabilities.  
Follow the instructions on the paperwork the student brings you, and consult the Office of 
Disability Services if you have questions.  As the information on the forms is confidential, 
please do not discuss any aspect of the accommodation process in front of other students. You 
are not obliged to accommodate students who do not provide official documentation. 
 
If students report incidents of sexual harassment to you, urge them to consult the Dean of 
Students Office, and inform your department chairperson.  It is against UNC policy for a 
faculty member to have in class any person who is an immediate family member or a person 
with whom the faculty member has a dating, amorous or similar personal relationship.   
 
Shared Teaching Space 
Please return classrooms to their regular arrangement and erase the board before leaving the 
classroom.  Please be out of the classroom within five minutes of the end of class, and be 
conscious of excessive noise during class, which may bother those next door. 
 
Please report general maintenance issues in our classrooms and in Morton Hall to departmental 
administrative staff. 

 
4.2 Department Mentoring program 
 



Adopted Spring 2006 
 
The mentoring program in the Department of History is designed to assist junior faculty in 
successfully establishing a career track, and in complying with departmental and university 
guidelines for the achievement of tenure. 
 
Each junior member will, upon appointment, be apprised by the department chair of 
departmental and university expectations in teaching and research.  The chair will continue to act 
as mentor with regard to these matters.  The junior member will also be assigned to a particular 
senior member in the same or related research field in order to receive additional mentoring.  
Such mentoring will consist in encouraging and supporting the junior member’s efforts in 
teaching, research, and service.   
 
Inasmuch as it is currently stipulated that the department chair provide, with junior member 
permission, senior members with a copy of the chair’s assessment of each junior faculty 
member’s progress toward tenure, in the event that a senior member has a serious concern, such 
advice should be discussed with the junior faculty member and the department chair. 
 

4.3 Department of History: Policy on Research Leave/Reassignment 

Adopted Spring 2011 

1. As an intellectual community, the department is committed to maintaining an atmosphere 
where scholarship at the highest levels is expected and encouraged. 

2. The department encourages faculty at all ranks to apply for internal and external research 
leave.   

3. In cases where untenured faculty receive research opportunities that will take them away 
from teaching, the department will support requests from those faculty members to 
“pause” the tenure clock in order to allow candidates ample time to build a record at 
UNCW of teaching and service. 

4. The department’s essential teaching mission for graduate and undergraduate students 
depends on the active, on-campus involvement of all faculty.  For this reason, the 
department endorses the following guidelines to assist in maintaining our commitment to 
serving students: 
 

5. faculty should notify the chair in a timely manner as they apply for external grants or are 
presented with opportunities for research leave. 

6. The chair’s approval for faculty to accept leave opportunities will be contingent upon the 
College’s approval and provision of adequate resources to ensure instructional quality 
and quantity 

7. Except in extraordinary circumstances as determined by the chair, no faculty member 
should be granted research leave for longer than two consecutive semesters. 

8. Except in extraordinary circumstances as determined by the chair, any research leave or 
reassignment should be followed by an equal period of regular service (a contractually-



defined teaching load with the faculty member in residence) before any subsequent leave 
will be considered. 

 
9. Any faculty member granted leave will present, on return, reflections on his/her findings 

and activities in a department forum open to students and faculty. 
 

4.4 Faculty Research Reassignment Procedures  
 
Codified Fall 2000; Modified Spring 2012 
 
    Following the University and College guidelines on faculty research reassignment, the 
Department of History's procedures are as follows: 
 

• The department research committee will be notified by the department chair of 
relevant University and College deadlines for research reassignment proposals.  

• Eligible faculty members submit their proposals to the committee in accordance with 
internal departmental deadlines (established by the chair of the committee)   

• The committee will review and rank order the applications and submit this ranking 
(and the proposals) to the chair. 

• The chair forwards the appropriate number of applications to the relevant university 
or college committee, in the order designated by the committee. 

4.5 Assessment of Student Learning Outcomes 

Adopted 2006; Amended 2012 

The faculty of the Department of History has articulated eight core competencies, which it seeks 
to impart to its students. The faculty understands that these are skills that cannot be mastered 
quickly. Instead, students receive instruction about the competencies, practice them through 
exercises and assignments in their courses of study, receive feedback from professors, and try 
again. It is the faculty's intention that those students earning the B.A. in History with a grade 
point average of 3.0 or better in the major will have demonstrated good to excellent mastery of 
each of these core skills.  

The department employs several techniques to track student learning. Most importantly, 
individual instructors continuously evaluate the effectiveness of their instructional techniques by 
means of assessment of student performance on assignments such as tests, essays, research 
papers, oral presentations, exhibition design, and other projects. The department also compiles 
data on student learning via its Skills Rubric, which is used each semester to analyze the level of 
mastery of the eight core competencies for selected students at the 200, 400, 500, and M.A. 
thesis levels. All 290 and senior seminars, as well as HST 500, are analyzed by means of the 
Skills Rubric each semester. Additionally, Undergraduate and Graduate Committees conduct 
annual program reviews, gathering relevant external data, as well as by administering surveys to 
all 290, second-semester senior seminar and HST 500 students concerning their own perceptions 
of the skills they have acquired.  



The department "closes the loop" at in the inaugural Fall meetings of the graduate and 
undergraduate committees, and in the departmental meetings at which it reviews reports 
compiled by the coordinators. At these meetings the faculty compares from current and previous 
years, discusses the implications of trends and, if necessary, undertakes measures to modify its 
curriculum or instructional techniques. 

4.6 Policy on Evaluation of Departmental Administrators  

Faculty members holding appointments as departmental administrators (Chairperson, Graduate 
Coordinator, Undergraduate Coordinator and Director of Public History) will add a section to 
their annual peer review dossier addressing their work in this capacity during the preceding year.  

In the section of the dossier titled "Service" these faculty members will list regular service work 
of the type undertaken by all faculty members.  In the administrative section they will list work 
done ex officio as departmental administrators.  

Four forms like the one below will be added to each faculty member's peer review packet; upon 
completion these will be included in the packet handed to the departmental secretary, who will 
remove the evaluation of the Department Chairperson from each packet before forwarding 
packets to the Chairperson.   

The secretary will forward the peer reviews of the Chairperson to the Dean along with other peer 
review materials normally submitted to the Dean.  

  

Annual Evaluation of Departmental Administrators 

   

Evaluation of ____________________________ 

Position _________________________________ 

   

Please rank the candidate either: E (meets expectations) A (above expectations) or B (below 
expectations) for his  service to the department this year in his administrative capacity.  

   

   

Circle One: A E B 

   



   

Comments: 

   

   

   

Signature of evaluator (optional)** These evaluations will go directly to the dean, signed or 
unsigned. 

   

   

Date:_______________________________________  

4.7 Disaster Recovery Plan 

The following units on campus maintain all essential documents and files concerning faculty, 
staff, and students:  CAS, OIR, AA, FRS, SIS, the Registrar’s Office, Business Affairs, Financial 
Aid, and Advancement.  Documents maintained by the Department of History are copies of the 
originals. 

Faculty members maintain and back up their essential files concerning research, teaching, and 
service.  Information is stored on floppy or zip disks, laptops, or CDs.  Back up occurs on a 
regular and ongoing basis and individual faculty members maintain their back-up files. . 

The Department of History does not store any official original personnel material.  The chair of 
the Department is responsible for backing up unofficial administrative records such as annual 
faculty evaluations on floppy or zip disks or C Ds.  

The Department maintains both an inventory of all forms necessary to conduct of business and a 
list of equipment that is not recorded on the FAS inventory.  These inventories are backed up by 
the department secretaries and are saved on floppies, zips or C Ds. (see attached inventories). 

5 Student Policies 
5.1 Department of History: Student Records Policy 
1. The department maintains advising files for all currently enrolled undergraduate and 
graduate students.  Full-time faculty members may use these files for advising purposes.  
2. Departmental secretaries may access the files for record-keeping purposes.  Students, 
including work-students, teaching assistants and part-time faculty may not access student files.  
3. The departmental secretary will maintain files of the following types:  



a. Enrolled undergraduate history majors  
b. Enrolled M.A. students  
c. B.A. recipients (for 2 years after graduation)  
d. M.A. students (for 3 years after graduation)  
e. Inactive graduate students (for 5 years from date of first matriculation or until any 
extensions of degree time limit have expired).  

  4. Student workers may not assist in reclassifying files.  They may assist in preparing files 
for storage or shredding only under direct supervision of the departmental secretary or full-time 
faculty member.  The supervisor will ensure that student workers do not examine files.  

6 Facilities Policies 
6.1 Guidelines for Use of the Faculty Common 

Fall 2001 

The Common is for use of faculty and staff only.  It is not a lounge for undergraduate or graduate 
students, even teaching assistants.  However…  

Graduate students may use the refrigerator and microwave in the Common, and faculty may use 
their discretion to invite students into the Common for lunch, a conference, etc.  

Reservations for use of the Common can be made through the English Department.  No classes 
or committee meetings should be scheduled in the Common during the day (8 to 5).  Activities 
such as Feminist Colloquium or Study Group can meet in the Common as long as the room is 
open to other people to get their lunch, put away videos, etc.  Evening classes can meet in the 
Common under the same conditions.  

The Common should be available for receptions, ceremonies, and thesis defenses as needed, 
except during lunchtime; these should be scheduled late in the afternoon or in the evenings, if 
possible.  Since thesis defenses are closed-door events, they should be publicized in advance, and 
signs should be put on both doors to the Common while the defense is in session.  

Faculty in all departments who use the Common are asked to be consistent in enforcing these 
guidelines. 


