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I.

Statement on Bylaws

These bylaws contain the core principles, policies, and procedures by which the Department of
History and Geography has chosen to govern itself in conjunction with the policies described in
the Handbook for Texas Christian University for Faculty and Staff. Amendments to these
bylaws may be proposed by any voting member of the Department. Any proposed amendment
will be presented for discussion at a Department meeting with at least one week‟s advance notice,
then subject to a vote before the entire Department. Amendment of the bylaws requires the
approval of two-thirds of the voting members of the Department. An electronic copy of the
bylaws shall be posted on the History and Geography Department common drive and will be
accessible to all members of the Department. A hard copy will be maintained in the Chair‟s
office.
II.

Department Mission Statement

To educate students in the disciplines of History and Geography; to foster an understanding of
the significance of historical events and of geography, and to develop critical thinking, analytic,
and communication skills that prepare students for successful careers in our global society.
As a result of their experiences, students of History should develop an understanding of the
historical processes that create change over time, be able to critically evaluate primary and
secondary sources, and recognize and understand differences in interpretations. Students should
develop the ability to assess historical evidence and construct logical arguments based on
evidence and expressed in clear and well-structured prose. The Department also teaches students
to use appropriate research tools and techniques and proper forms of documentation.
Students of Geography develop an understanding of the diverse geographies and cultural
landscapes of societies. They recognize and understand the geographic relationships between
humans and the environment. Students analyze relevant issues and policies using maps,
geographic concepts, and models.
III.

Department Membership

A. Members of the Department of History and Geography consist of:
1. Full-time tenure-track and tenured faculty
2. Full-time non-tenure track faculty
B. The voting membership of the department is restricted to full-time faculty holding the
following ranks:
1.
2.
3.
4.

Professor
Associate Professor
Assistant Professor
Instructors of all ranks
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IV.

Administrative Positions

A. Department Chair
The Department Chair shall be elected by a majority vote of the History and Geography faculty.
The term of office is three years with a maximum of two consecutive terms. The Chair is the
chief administrative officer of the Department and in coordination with others executes the will
of the faculty and manages the day-to-day operation of the Department. Duties include, but are
not limited to, supervision of the Department staff, annual evaluation of untenured faculty,
making committee and administrative appointments, monitoring the budget, coordinating matters
of tenure and promotion, managing faculty appointments, overseeing the undergraduate and
graduate curricula, and supporting the long term strategic planning of the Department. The Chair
represents the Department to the administration and other outside offices and departments.
The Department may recommend to the Dean that the Chair be removed from office. A petition
calling for the removal of the Chair must be signed by a majority of the voting members of the
Department and presented to the Dean. With the Dean‟s consent a vote of two-thirds of the
voting members of the Department will remove the Chair from office.
B. Director of Undergraduate Studies (DUS)
The Director of Undergraduate Studies is appointed by the Department Chair. The term of office
is three years with a maximum of two consecutive terms. In consultation with the Chair, the
DUS supervises all aspects of the Department undergraduate program. Duties include, but are
not limited to, advising current and prospective majors and minors, chairing the undergraduate
committee, proposing and executing curricular changes, organizing special programs, and
coordinating the Department‟s courses with the requirements of the college and university, such
as the TCU Core Curriculum.
C. Director of Graduate Studies (DGS)
The Director of Graduate Studies is appointed by the Department Chair. The term of office is
three years with a maximum of two consecutive terms. In consultation with the Chair, the DGS
supervises all aspects of the Department graduate program. Duties include, but are not limited to,
advising current and prospective graduate students, chairing the graduate committee, proposing
and executing curricular changes, organizing special programs, coordinating graduate admissions
and financial aid decisions, and conducting yearly evaluations of graduate student progress.
D. Teaching Assistant (TA) Mentor
The TA Mentor is appointed by the Department Chair. The term of office is three years with a
maximum of two consecutive terms. In consultation with the Chair, the TA Mentor supervises
the Department‟s Teaching Assistants. Duties include, but are not limited to, overseeing the
drafting of syllabi and textbook orders of each TA, observing TA classes and making
suggestions as appropriate and necessary, conducting individual conferences with each TA to
review performance, holding group meetings with TAs in order to share ideas and experiences,
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and supervising procedures for testing, grading, and evaluating students. The TA Mentor will
furnish a report on each TA at the end of the semester, to be placed in the student‟s file. The TA
Mentor serves as an ex officio member of the Undergraduate Committee.
V.

Department Committees

A. Advisory Committee
The Department Advisory Committee is composed of five tenured members of the faculty.
Three members are elected by voting members of the Department and two members are
appointed by the Chair. The members of the Advisory Committee will elect a chair of the
committee. The term of service is one year and a new Advisory Committee will be composed in
the spring semester for the following academic year. The Advisory Committee assists the Chair
in matters pertaining to such departmental matters as personnel issues, budget, and merit pay. It
will also make recommendations to the Chair on matters of tenure, promotion, and participate in
the review of untenured faculty members, and post tenure review of tenured faculty members.
Any member of the Department has the right to ask the Advisory Committee to hear a grievance
or consider an issue.
B. Undergraduate Committee
The Undergraduate Committee is composed of five full-time members of the faculty, appointed
by the Chair. The term of service is three years. The Director of Undergraduate Studies serves as
chair of the Undergraduate Committee. The Committee supervises all matters regarding
undergraduate education including, but not limited to, curricular revisions, new courses, student
advising, periodically reviewing the course catalog, assessment, and recommends changes or
revisions to the Department. The TA Mentor serves as an ex officio member of the
Undergraduate Committee.
C. Graduate Committee
The Graduate Committee is composed of five full-time members of the faculty, appointed by the
Chair. The term of service is three years. The Director of Graduate Studies serves as chair of the
Graduate Committee. The Committee supervises all matters regarding graduate education
including, but not limited to, admission and financial aid, scheduling of seminars, Teaching
Assistant and Graduate Assistant assignments, periodic reviews of the graduate program,
assessment, and recommends revisions or changes to the Department.
VI.

Department Meetings

Department meetings shall normally take place at least once each month but may be convened
for special purposes by the Chair, the Advisory Committee, or by a call of one-fourth of the
Department. A quorum for a Department meeting shall consist of one-half of the voting
membership of the Department less those voting members on leave. The meetings shall make
decisions by majority vote of those present. Any vote, at the request of one member, may be a
secret ballot. Members unable to attend a Department meeting may submit proxy votes.
Revised November 2012

5

Department meetings shall be chaired by the Department Chair or a faculty member chosen by
the Chair. The Chair will circulate an agenda at least three days prior to the meeting and any
faculty member may add items to the agenda. Minutes shall be kept for each meeting, circulated
for revision or correction, and then filed on the Department common drive or archived.
VII.

Workload Policy

A. General Statement
The Department of History and Geography faculty workload includes teaching, research and
creative activities, professional service including administrative tasks, advising and counseling
students, and other assignments requested by University officials. In general, assignment of a
teaching load involves the consideration of variables, which include but are not limited to
number of sections, number of preparations, class enrollments (i.e., credit hours generated),
course level, contact hours, and similar factors. Work load, including teaching load, for any
specific faculty member is variable and depends on specific assignments by appropriate
University officials.
B. Tenure-Track and Tenured Faculty Course Load
The standard course load for tenure-track and tenured faculty is a 2/3 teaching assignment with
the expectation that faculty members are actively engaged in research and service. Given the
demands of the graduate program, the Department supports a policy that allows tenure-track and
tenured faculty members an adjustment of their teaching assignments to a 2/2 course load.
C. Instructor Course Load
The position of Instructor is a full time, non-tenure track faculty appointment. The standard
course load for instructors of all ranks is a 4/4 teaching assignment, which can be reduced
depending on the instructor‟s contributions in research and service.
D. Chair Review of Workloads
The Chair, in consultation with the faculty member and the Advisory Committee, may
recommend changes in workloads to the Dean to reflect more accurately the needs of the
university and/or a faculty member‟s performance. During the annual evaluation of faculty, the
Chair will review faculty workloads using the annual reports as the primary source of
information. In addition, the Chair will utilize teaching and service related information made
available through the college, university and the faculty member in the annual assessment of
workloads. The Chair will also consider significant university and administrative assignments in
the yearly assessment of workloads.
If a redistribution of workload is warranted, which may include an increase or a decrease in
teaching load, the Chair will communicate in writing the proposed changes to the faculty
member and will meet with the faculty member to discuss the workload reapportionment and
future workload assignment. The Chair will submit for review all changes in workload
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assignments to the Advisory Committee. If the Advisory Committee disagrees or has concerns
with a workload assignment, the committee may call a meeting with the Chair to voice concerns
and discuss alternatives. After considering the input of the Advisory Committee the Chair will
make final recommendations to the Dean. In the event that the Advisory Committee disagrees
with the recommendation of the Chair, the Committee may forward a letter to the Dean stating
their disagreement with the Chair‟s recommendation. Faculty members may initiate negotiations
with the Chair regarding a review of their workload assignments.
VIII. Tenure and Promotion
A. General Statement
Faculty who join the department as assistant professors in tenure-track positions normally will be
considered simultaneously for both tenure and promotion to associate professor. The Handbook
for Texas Christian University Faculty and Staff specifies the normal period of full-time service
required for tenure and promotion, but the letter of appointment for each new faculty member
will state the specific year of the tenure decision. Other requirements regarding promotion and
tenure are in the Handbook for Texas Christian University Faculty and Staff and in the AddRan
College Criteria for Tenure, Promotion, and Merit Awards. It is the responsibility of the faculty
member to provide documentation supporting requests for tenure and promotion.
B. Criteria for Evaluating Faculty Performance
Each tenure-track or tenured faculty member is evaluated in terms of his or her achievement in
the following areas of professional activity:







Teaching
Scholarship
Service to the University, Profession and Community
Student Interaction
Professional Development
Professional Ethics

1. Teaching
The teaching of undergraduate and graduate students is the first purpose of Texas Christian
University. All faculty members are expected to be knowledgeable, conscientious and effective
teachers throughout their careers at the university.
Appropriate evaluation of teaching relies on multiple, related pieces of information, such as selfassessment, classroom observation by chairpersons and other faculty, review of syllabi and other
course materials, grade distributions, samples of student assignments, and student perceptions of
teaching, including written comments. Teaching effectiveness is determined by the rigor of a
course for its level, the appropriate selection and use of teaching methods, fairness to and respect
for students, and student learning outcomes.
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2. Scholarship and Related Issues
As a MA and PhD granting department, the Department has the special responsibility of
attaining distinction in scholarly endeavor. For this reason, the Department sets scholarly
achievement as a principal goal, on par with teaching, to be met by faculty members seeking
tenure and promotion.
Each faculty member is expected to be actively involved in scholarship, which should be subject
to professional peer review and should be a regular, on-going process. Peer review refers to
evaluation and judgment of one‟s scholarship by individuals with expertise in the same or related
disciplines. One of the common forms of peer review is the evaluation by anonymous reviewers
or by editors and/or their designates of manuscripts submitted for publication as articles in
scholarly journals or as books or monographs. Post-publication review offers evidence of
scholarly merit.
a. Publication
Scholarship should be appropriate to the discipline. It should be published as professional books
and monographs, as articles in recognized, refereed journals in the discipline, as contributions to
professionally directed publications (including electronic journals), or as chapters in books
published by recognized professional outlets. In the field of history the publication of annotated
documentary editions as books, articles, or essays is recognized as an important form of original
scholarship.
b. Editorial Work
Serving as an editor of a scholarly collection is not equivalent to publishing original research, but
is recognized as an important form of scholarship. Similarly, serving as a journal editor is not
the equivalent of publishing original research, but is a valuable form of scholarship.
c. Textbooks
Preparation of textbooks is recognized as a secondary form of scholarship, but authorship of a
textbook is not the equivalent of publishing original research.
d. Presentation of Papers and Participation on Scholarly Panels
Faculty members are encouraged to present papers at meetings of international, national, or
regional professional associations. However, presentation of papers will not be considered the
equivalent of refereed publications and will not suffice as the sole expression of scholarly
activity. Papers presented at meetings are occasionally published in conference proceedings. In
general, papers published in proceedings are not considered the equivalent of those appearing in
regularly published, refereed journals. The department chair should call attention to presented
papers or proceedings publications that have been subjected to rigorous peer review.
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Service as a chair, commentator, or moderator on panels at scholarly meetings is recognized as
acknowledgment of one‟s scholarly standing and expertise, but is not equivalent to presentation
of a paper.
e. Book Reviews
Book reviews in professional or other publications are of service to the profession and the public
and indicate that the faculty member has achieved local, regional, or national standing in his or
her discipline. Such activities, however, are not the equivalent of publishing original research.
f. External Grants and Contracts
Seeking external grants provides evidence of scholarship. Grant support can pertain to teaching
innovations and training grants, as well as scholarship, but must be evaluated in the context of
their professional peer review.
3. Service
Service to the profession, the institution—on the Department, College, and University level—
and the community is an important component of faculty responsibility. Service in the
University community—on the Department, College, and University level—is expected as part
of the job. Professional service is often an indicator of the professional reputation of a faculty
member. The absence of appropriate service or University citizenship activities may impact
personnel decisions adversely. Participation in the larger community beyond the campus is
commendable and desirable.
4.

Student Interaction

Academic advising, participation in extra-curricular activities and mentoring are important, timeconsuming activities and should be acknowledged and rewarded appropriately.
5. Professional Development
Faculty members are expected to remain abreast of new, relevant professional knowledge, skills,
and developments within their disciplines and fields of specialization. They should actively
pursue programs of study and self-development related to their principal subjects of instruction
and professional interests and competencies.
6. Professional Ethics
All faculty members are expected to conduct themselves in accord with the Statement on
Professional Ethics included in the Handbook for Texas Christian University Faculty and Staff.
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C. Guidelines for Application of Criteria
Absolute, quantitative weightings for all of the various categories of faculty activity are not
possible. Teaching and research, however, will always be given greater emphasis than service
and other activities. Instructors, whose assignments are different from those of tenure-track and
tenured faculty, are evaluated on teaching and service activities. (See Section IX)
1. Tenure and Promotion to Associate Professor
Tenure constitutes a potentially life-long commitment by the University. The decision to grant
tenure is based on the best predictions that a person will continuously contribute to the life of the
University. Evidence of effective teaching and production of scholarship and scholarly activity
that is sufficient in quantity, quality, and consistency are the primary criteria for decisions to
grant tenure and promotion to associate professor. In the Department of History and Geography,
for historians, publication of a scholarly book based on original research or a number of
scholarly articles and essays based on original research that make an intellectual contribution
equivalent to a book is expected. For geographers, publication requirements include a scholarly
book based on original research or its equivalent in articles (6 articles are recommended, with the
majority single-authored) and evidence of a record of grant-seeking activity. See also the
guidelines for evaluating research in the section on Merit Pay below, XI.C.2. For historians and
geographers, there must also be evidence that one has been, and indications that one will
continue to be, an effective teacher and that one has and will continue to contribute to the
University community through appropriate service and citizenship activities. In cases of
promotion to professor, all members of the department advisory committee will review the
candidate‟s materials. The nomination process will go forward with a majority vote of support
from the advisory committee.
2. Promotion to Professor
A record of scholarship is the major factor influencing decisions on promotion to Professor, but
it must be accompanied by evidence of strong teaching and academic leadership. The overall
record for all three is important, but particular attention is paid to achievements since promotion
to Associate Professor. Evidence of on-going success in scholarship, recognized at the national
or international level, is essential. This can be demonstrated through the venues in which the
work is published or recognized and through external letters. Generally, promotion from
associate professor to professor for historians requires publication of a second scholarly book
based on original research or a number of scholarly articles or essays based on original research
that make an intellectual contribution equivalent to a book. For geographers, promotion requires
publication of a second scholarly book based on original research or its equivalent in articles (6
articles are recommended, with the majority single-authored), as well as evidence of a record of
grant-seeking activity. In cases of promotion to professor, all members of the department
advisory committee will review the candidate‟s materials. The nomination process will go
forward with a majority vote of support from the advisory committee.
3. Promotion to Emeritus Professor
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Appointment to Emeritus Professor is recognition of one‟s career contributions to the profession
and the University.
D. Expectations for Tenured Faculty
Expectations for tenured faculty are not appreciably different from those for tenure-track faculty.
Tenured faculty members are periodically reviewed in accordance with Department procedure to
encourage the establishment of goals, objectives, and specific plans to continue or increase
professional growth.

E. Special Situations
In the case of an extraordinary experience or event beyond a person‟s control that affects a
tenure-track faculty member‟s professional performance, the faculty member may request an
extension of the probationary period. Such request should be timely, but no later than one year
after the event. In requesting an extension of the probationary period, the faculty member
relinquishes any claim to de facto tenure. A faculty member may address such a request directly
to the Vice-Chancellor for Academic Affairs or to the Dean or Department Chair who will
forward such request to the Vice-Chancellor for Academic Affairs for decision. Prior to
rendering a decision, the Vice-Chancellor for Academic Affairs will consult with the Academic
Dean.
F. Format for Tenure and Promotion File
Each candidate for tenure or promotion will compile one comprehensive file that will be
presented in a 3 ring binder for examination by relevant people in the Department, the Faculty
Advisory Council of the College, the Dean and those above. A smaller version, consisting of
letters from chair, recommendations of relevant department groups, vita and the specified letters,
will be provided in multiple copies (8) for distribution to the College and University Councils
involved in recommendations.
Contents of binder:
1. Chair‟s letter and recommendation of the Faculty Advisory Committee and/or tenured
faculty
2. Vita
3. For tenure, annual tenure review letters
4. Department Statement of Tenure and Promotion Criteria
5. Evidence of teaching accomplishments
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a. Listing of all courses taught with dates, including independent readings,
dissertation or thesis, and number of students enrolled; must note all teamtaught courses.
b. Evidence of teaching as prescribed by the Departmental Statement of Tenure
and Promotion Criteria, e.g., peer reviews, SPOT, limited to a maximum of
ten pages.
6. Evidence of research accomplishments
a.

b.

c.

Three to five evaluative letters from scholars outside of TCU. Letters will be
solicited by the Dean from a prioritized list provided half by the chair and half by the
candidate, at least two of which will be from the candidate‟s list.
Cover page of each publication (for journals, include the editorial page of the journal)
or acceptance letter. If the publications are in a non-English language, this material
must be accompanied by a translation. Other relevant materials relevant to
evaluation of research, consistent with Departmental Statement of Tenure and
Promotion Criteria, may be included, but are limited to ten pages.
Maximum of 500 word statement of future research plans and their connection to
previous work.

7. Evidence of service accomplishments
Up to ten pages of supporting materials that are consistent with Departmental
Statement of Tenure and Promotion Criteria may be included.
8. Personal Statement
Candidates must include a summary statement describing their instructional, scholarly
and creative activities, and service contributions. The statement should provide
context and coherence for the other materials in the dossier. This statement also
provides the candidate with an opportunity to express, in their own words, why they
are deserving of tenure and/or promotion. This statement should not exceed two
pages.
Original copies of books, articles, grants, and other materials relevant to the tenure or promotion
process should be maintained in the Department office and made available should the dean,
provost, or members of the College or University Faculty Advisory Councils wish to consult
them.

IX.

Appointment, Evaluation, and Promotion of Instructors

This section of the bylaws defines the general duties, rights, privileges of Instructors in the
Department of History and Geography and the criteria by which they are to be evaluated for
appointment, reappointment, promotion, and merit pay.
A. Instructor Ranks
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Individuals may be appointed to the rank of Instructor I, Instructor II, or Senior Instructor.
Individuals appointed to the rank of „Instructor‟ prior to the 2010-11 academic year were
reclassified as „Instructor I‟ upon approval of this document (May 2009) and credited with N
years in rank, where N = number of years served as an Instructor in AddRan College.

1. Duties
Instructors‟ normal duties include the instruction of students, departmental, college, and
university service, student interaction (including advising), and professional development.
Instructors are also expected to maintain professional knowledge and skill appropriate to their
discipline and to conduct themselves in accordance with the Statement on Professional Ethics
adopted by the TCU Faculty Senate (TCU Handbook for Faculty and Staff). An instructor‟s
teaching load is normally twelve hours per semester.

2. Rights and Privileges
Instructors are eligible for appointment to the Associate Graduate Faculty. If so appointed,
Instructors are permitted to teach courses earning graduate credit and to serve as a member of
graduate thesis or dissertation committees.
Instructors‟ teaching assignments may include any course in the department‟s undergraduate or
graduate curriculum.
Instructors shall have access to departmental resources, including opportunities for summer
teaching and travel funds to support professional development.
Instructors are expected to participate fully in faculty governance and to enjoy full voting rights
in all departmental, college, and university matters, including hiring decisions, with the sole
exception of matters concerning the renewal, tenure, or promotion of tenure-track faculty.
While Instructors are not eligible to serve on department, college, or university advisory
committees, one Instructor is expected to serve as a temporary ad hoc member of the department
advisory committee (with full voting rights) when the committee is considering the renewal or
promotion of other Instructors. In departments with more than one Instructor, the chair and
advisory committee must determine a procedure for selecting one Instructor (by election or
appointment) to serve in this capacity. In departments with only one Instructor, the chair and
advisory committee must confer with the dean about the selection of an Instructor outside the
department to serve in this role.
Instructors shall have access to departmental resources, including travel funds to support
professional development.
Instructors shall be eligible for merit and promotion raises.
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3. Instructor I
Instructor I positions are full-time, non-tenure track faculty appointments. Appointments are
made for one year. Renewals are extended at the university‟s discretion. There is no limit to the
number of renewals. The procedure for non-renewal is outlined below.

An Instructor I is expected to demonstrate growing competency in the teaching of his or her
discipline, active participation in service to the TCU community, effective student engagement
(including advising), and ongoing professional development.
As a general rule, five years of service in this rank is expected before consideration for
promotion to Instructor II.
4. Instructor II
Instructor II positions are full-time, non-tenure track faculty appointments. Appointments are
made for two to four years, contingent upon the projected needs of the department. Renewals are
extended at the university‟s discretion. There is no limit to the number of renewals. The
procedure for non-renewal is outlined below.

An Instructor II is expected to demonstrate continued growth in teaching, service to the TCU
community, student engagement, and professional development.
As a general rule, five years of service in this rank is expected before consideration for
promotion to Senior Instructor.

5. Senior Instructor
Senior Instructor positions are full-time, non-tenure track faculty appointments. Appointments
are made for three to five years, contingent upon the projected needs of the department.
Renewals are extended at the university‟s discretion. There is no limit to the number of renewals.
The procedure for non-renewal is outlined below.

By their academic accomplishments, reputation, and leadership, a Senior Instructor will represent
the best character of Texas Christian University. A Senior Instructor is expected to demonstrate
leadership within the TCU community and a sustained commitment to teaching, service, student
engagement, and professional development.
B. Criteria for Evaluating Instructor Performance
The evaluation of Instructors for reappointment, promotion, or merit pay shall be based on the
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following criteria:






Teaching
Service to the University, Profession, and Community
Student Interaction
Professional Development
Professional Ethics

1. Teaching
The teaching of students is the first purpose of Texas Christian University and the Department of
History and Geography. For this reason, it is expected that all faculty members will be
knowledgeable, conscientious and effective teachers throughout their careers at the university. A
faculty member may present evidence of individual achievement in teaching by offering
information in the following areas.
 SPOT scores
 Department chair‟s written evaluation of the faculty member‟s teaching
 New courses developed
 Range or variety of courses taught
 Teaching innovations
 Teaching awards
 Student publications or presentations
 Chairing of Honors committees
 Memberships on Honors, MA and/or PhD committee
 Attendance at teaching workshops
2. Service and Student Interaction
Service to the profession, the institution—on the Department, College, and University level—
and the community is an important component of faculty responsibility. Service in the
University community—on the Department, College, and University level—is expected as part
of the job. Professional service is often an indicator of the professional reputation of a faculty
member. The absence of appropriate service or University citizenship activities may impact
personnel decisions adversely. Participation in the larger community beyond the campus is
commendable and desirable. Student interaction, such as participation in extracurricular activities
and mentoring, are important, time-consuming activities and should be acknowledged and
rewarded appropriately.
 Chair of a significant university, college, or department committee
 Membership on a significant university, college, or department committee
 Student advising
 Service to a national or international organization or association
 Advisor to student organization
 History or Geography-related Community outreach or presentations
 University fundraising activities
 Participation in Frog Camp, TCU Connections, and co-curricular activities
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3. Professional Development
Professional development includes activities beyond one‟s normal teaching and service duties
which enhance one‟s professional knowledge and engagement or increase one‟s efficacy or
knowledge as an academic citizen. Such activities include but are not limited to scholarly
writing (including pedagogical inquiry), participation in academic conferences, workshops, or
seminars, academic coursework or self-directed reading, editorships or peer reviews of academic
work, leadership of field trips or study abroad courses, leadership in professional organizations,
and grant writing (internal or external).
With regard to Instructors‟ scholarly activities, no Instructor of any rank is required to produce
published work in their discipline. Lack of published work can never be grounds for an
Instructor‟s non-renewal, denial of promotion, or denial of merit pay. Yet ongoing scholarly
engagement is an essential form of professional development for all Instructors. Instructors are
expected to remain conversant with emerging scholarship in their disciplines, particularly in the
subfields they teach.
Faculty members are expected to remain abreast of new, relevant professional knowledge, skills,
and developments within their specialized fields and of developments in research and teaching
skills. They should actively pursue programs of study and self-development related to their
principal subjects of instruction and professional interests and competencies and should continue
to cultivate new interests. Faculty members should seek counsel from the Department Chair,
tenured faculty, and members of the Department Advisory Committee regarding sufficient levels
of development activity.
Excellence in professional development requires continuous effort at all stages of one‟s career in
both subject content and research methods. While there may be individual differences in
emphasis, each faculty member must continue to develop a facility with a variety of professional
skills.
Evidence of achievement in professional development may include information concerning any
of the following items, among others.







attendance at research workshops and seminars
attendance at teaching workshops and seminars
receipt of development grants (internal as well as external)
evidence of changes and/or improvements in course content and presentation
self-directed study or reading programs (bibliographies, courses, or other extended
development activities)
other activities indicating continued professional development of faculty skills in
teaching, research, service or advising

4. Professional Ethics
Professional ethics is to be evaluated with respect to the Statement on Professional Ethics
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approved by the TCU Faculty Senate on February 4, 1993.

C. Appointment and Reappointment
An individual holding the rank of Instructor in the Department of History and Geography will be
expected hold a Ph.D. in History or Geography. An appointment is possible without the Ph.D.
but the degree will have to be completed within two years of appointment.
When determining qualifications for appointment, the College will give primary consideration to
the highest earned degree in the discipline, with a minimum of a Masters when appropriate, and
in all cases according to the guidelines of the Southern Association of Colleges and Schools.
All Instructors are initially appointed to the rank of Instructor I unless negotiated otherwise with
the department chair and dean.
Performance reviews
Instructors will be reviewed as follows:
 every year: faculty annual report and merit pay evaluation
 during year 1: evaluation of teaching during the fall and spring semesters
 during years 2 and 4: full review during the fall semester
 after year 4: full review every five years
Teaching observations during the Instructor‟s first year will be conducted by the department
chair and at least one other faculty member. The department chair will produce a written
summary of these observations and share this summary with the faculty member, the department
advisory committee, and the Dean no later than March 1.
The reviews conducted during the Instructor‟s second and fourth years, and every five years
thereafter, should follow the same calendar and guidelines as those stipulated for tenure-track
faculty. These reviews should be conducted by a group of faculty that includes one Instructor.
In departments with more than one Instructor, the chair and advisory committee must determine
a procedure for selecting one Instructor (by election or appointment) to serve in this capacity. In
departments with only one Instructor, the chair and advisory committee must confer with the
dean about the selection of an Instructor outside the department to serve in this role.
Instructors wishing to stand for promotion to Instructor II or Senior Instructor should be
reviewed during the year prior to the submission of their promotion applications.
Non-renewal procedure
If an Instructor‟s performance is found to be unsatisfactory (based on their teaching performance,
or based on the totality of their performance in teaching, professional development, service to the
department, college, university, profession, and community, student interaction, and professional
ethics), the department must formally review the Instructor during the following fall. If the
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faculty member‟s performance is again found to be unsatisfactory, a recommendation may be
made for non-renewal of contract by the department chair, in consultation with the department‟s
advisory committee (including one Instructor elected or appointed as a temporary ad hoc
member as specified above).
The Provost must give written notice of non-renewal in advance of the expiration of Instructors‟
appointments in accordance with the university timetable for promotion and tenure decisions as
specified in the TCU Handbook for Faculty and Staff.
These normal procedures notwithstanding, the contractual terms of every Instructor‟s
employment stipulate that (i) their appointment is on at „at-will‟ basis and may be terminated by
the University or Instructor at any time, with or without notice or cause, (ii) their appointment is
a temporary, nontenure-track (non-probationary) appointment that terminates on the date
specified on their employment contract, (iii) there is no obligation stated or implied to extend or
renew the appointment and no further notice of termination is required, and (iv) the terms and
conditions of the University‟s Tenure Policy are not applicable to this appointment.

D. Promotion and Merit Pay
Instructors may seek promotions in rank, but promotion is not required for their continued
employment, nor is promotion to be regarded as a reward for Instructors‟ seniority. Instructors
who seek but do not receive promotion shall retain their current ranks and may reapply for
promotion in the future. The decision to apply for promotion rests with the Instructor, not with
the department chair or advisory committee.

The promotion process for Instructors should follow the same procedures as those outlined for
tenured/tenure-track faculty in the Handbook for Texas Christian University Faculty and Staff,
with one exception. When an Instructor stands for promotion, the Dean and Provost will jointly
consider the recommendations of the College Advisory Committee, then issue a final decision.
The Provost will then forward to the Trustees the names of those nominated for promotion.
1. Promotion to Instructor II
The main requirements for promotion to Instructor II are demonstrated teaching effectiveness
and sustained growth as a teacher of one‟s discipline. The candidate must also demonstrate
active participation in faculty governance, effective student engagement (including advising),
and ongoing professional development. With regard to submitting materials for promotion,
instructors should follow the appropriate guidelines described in the section on tenure and
promotion of tenure-track faculty. In cases of promotion to Instructor II, all tenured faculty
members will review the candidate‟s materials. The nomination process will go forward with a
majority vote of support from the tenured faculty. (See Section VIII)
2. Promotion to Senior Instructor
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The main requirements for promotion to Senior Instructor are superior teaching effectiveness,
ongoing professional development, and demonstrated leadership within the TCU community.
One‟s overall record in these areas is important but particular attention is paid to achievements
since promotion to Instructor II. With regard to submitting materials for promotion, instructors
should follow the appropriate guidelines described in the section on tenure and promotion of
tenure-track faculty. In cases of promotion to Senior Instructor, all members of the department
advisory committee will review the candidate‟s materials. The nomination process will go
forward with a majority vote of support from the tenured faculty. (See Section VIII)
3. Merit Pay
Instructors are eligible for merit raises. Departments should work with each Instructor, much as
they now work with tenured faculty members via post-tenure review, to discern the individual‟s
short- and long-term professional goals and to define an appropriate mix of evaluative criteria to
assess his or her meritorious achievements in teaching, service, student interaction, and
professional development.
X.

Review of Tenured Faculty

The evaluation of each tenured member of the History and Geography faculty is part of the
continuous departmental appraisal of its programs. It contributes to setting departmental goals,
assists in planning, and allows evaluation of departmental effectiveness. This peer review is a
regularized process that also serves as a means for promoting faculty progress toward
individually defined goals. The goal of this procedure is to ensure that each tenured faculty
member seeks to meet the minimum acceptable performance standards for the department‟s five
criteria of teaching, research, service, advisement, and professional development.
Each tenured faculty member will be reviewed every five years. This will be carried out with the
assistance of other members of the department in order to review individual faculty members‟
professional accomplishments.
1. Tenured faculty members will normally be reviewed in the spring semester of every fifth year.
2. The review committee for the evaluation will consist of the tenured members of the Advisory
Committee and the Chair of the Department. The chair of the Advisory Committee will preside.
If the chair of the Advisory Committee is the individual under review the chair of the
Department will preside.
3. Each individual being reviewed will submit to the chair of the Advisory Committee by
February 15 the following:
a. A personal vita in official university format;
b. A separate written statement of no more than two pages describing individual
accomplishments during the previous five years, which addresses each of the five areas
specified in the History Department‟s detailed Guidelines for Tenure and Promotion
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(teaching, scholarship, service, advising, and professional development) adopted in
February 1993; and
c. A written statement of personal professional goals for the next five-year period.
4. The Advisory Committee will produce a written report based on the information supplied. The
Advisory Committee will then send to the individual being reviewed a copy of the report, and the
Advisory Committee Chair and Department Chair will then meet with that faculty member to
discuss it. The reviewed individual may then respond in writing if desired.
5. The Chair of the Department will forward the report and response of the individual faculty
member, if any, to the dean of AddRan College.
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XI.

Merit Pay

A. Purpose
The Department of History and Geography conducts annual merit evaluations for all faculty. To
be eligible for merit pay, a faculty member must demonstrate a commitment to being an active
member of the university community. This commitment can be expressed in a variety of ways
that demonstrate a willingness to engage in the professional responsibilities of research, teaching
and service. The evaluation of teaching and service for faculty members on leave for part of the
reporting period will be based on their semester in the department; their evaluation for research
will be based on the entire year if they are on a research leave. The evaluation of newly hired
faculty whose appointments begin in the fall semester will be based on their semester in the
department.
B. Procedure
The Department Chair will consult with the Advisory Committee in conducting annual merit
evaluations for all faculty members and will forward these evaluations and recommendations for
merit pay increases to the Dean of College of Liberal Arts. The Chair will provide written
feedback to each member of the Department by February 15. The Department Chair and the
members of the Advisory Committee will adhere to the guidelines set forth in the Department
Bylaws. The Department Chair, on the recommendation of the Advisory Committee, will
counsel faculty regarding continuing progress in teaching, research, and service, particularly
untenured faculty.
The Advisory Committee will begin the process with a review of all faculty annual reports.
Individuals must file an annual report by the stated deadline in order to be eligible for merit pay.
Each faculty member may also submit a one page maximum written report outlining
accomplishments in teaching, research, and service. In addition, faculty members must submit
copies of all publications that appear in print during the calendar year of the review period. The
chair will make these publications available to the advisory committee during its deliberations
and then return all copies once the merit process is complete.
Salary recommendations are based on teaching, scholarship, and service. With regard to
research accomplishments, the Advisory Committee should consider activities over a three year
period. After reviewing these materials, the Advisory Committee will give each faculty member
a numeric score of 0 to 10 for each of the three categories of research, teaching, and service. The
scores will then be tallied with each faculty member ranked according to their total score and
placed in one of the categories outlined below.
Generally, all faculty performing at least at the “Satisfactory” level (see categories below) and
above are eligible to receive a raise of up to one half of the percentage designated by the
administration for salary increase (i.e., if the University approves a 2.8 percent raise for the
Department, these faculty members are eligible for a raise of up to 1.4 percent of their salary).
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The remaining funds will be distributed in dollar amounts, which may vary depending on the
category and the amount of money available.
Each year, each member of the Advisory Committee will rank each merit-pay-eligible faculty
member on a scale of one to ten in each of the three categories (teaching, research, and service
for tenured and tenure-track faculty; teaching, service, and professional development and
professional ethics for non-tenure-track instructors and lecturers), with ten being the highest
ranking possible.
For tenure-track and tenured faculty, teaching is weighted 40 percent, research 40 percent, and
service 20 percent. For endowed chairs, the percentages are the same as tenured and tenure-track
faculty members, but there is a greater expectation of evidence of success in research and
publication. For non-tenure-track instructors and lecturers, teaching is weighted 40 percent,
service and student interaction 40 percent, and professional development and professional ethics
20 percent. When recommending merit pay increases, the department chair and members of the
advisory committee must evaluate each faculty member in the context of that person‟s rank and
peers; tenured and tenure-track faculty should be compared to other tenured and tenure-track
faculty, instructors to other instructors, and endowed chairs to other endowed chairs.
Once all the individual scores have been tabulated, the Advisory Committee will rank the
candidates from highest score to lowest and determine logical groupings based upon natural
“breaks” in the scores. A different dollar amount will be recommended for each grouping, based
on the amount of money available for that year. The Committee will then report its rankings and
recommendations to the Department Chair, who will consider them when preparing the report for
the Dean. The Advisory Committee will make recommendations to the Department Chair each
year as to the exact amount money associated with each of the above groupings, but the final
decision rests with the Chair.
In keeping with the requirement from the Dean‟s Office that research be considered over a threeyear period, the current year‟s research score for each faculty member will be averaged with the
scores from the previous two years in order to determine the final research score for the current
year. It will be the responsibility of the department chair to maintain records of past years‟
scores and to furnish the committee with those scores.
Recognizing the importance of rewarding extraordinary achievements in research, the
department chair will also be authorized to grant additional dollar-amount raises in the year in
which a faculty member publishes a single-authored scholarly monograph. The amount of these
raises will depend on the total amount of money available in a given year, with the understanding
that if finances allow, the amount shall never be less than $1,000.
(A hypothetical example demonstrating the operation of the system follows in Appendix A.)
C. Criteria for Evaluation
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When evaluating faculty members, the Advisory Committee should regard the following criteria
as evidence of merit in teaching, research, and service. This list is not meant to be complete or
exhaustive, but rather a general guideline.
1. Teaching. The department recognizes that many subjective elements constitute quality
teaching, but the following may be taken into consideration:
 SPOT scores
 Department chair‟s written evaluation of the faculty member‟s teaching
 New courses developed
 Range or variety of courses taught
 Teaching innovations
 Teaching awards
 Student publications or presentations
 Chairing of Honors, MA and/or PhD committee
 Memberships on Honors, MA and/or PhD committee
 Attendance at teaching workshops
2. Research. The department recognizes that tenured and tenure-track faculty members in a
Ph.D.-granting department should be active research scholars. While there are many
subjective factors to consider in evaluating research, the highest rankings should be
reserved for high-quality research monographs, followed by articles in refereed journals,
with other types of scholarly publications and presentations being ranked below these.
Multi-authored works are to be given less weight than single-authored works. In
assigning scores, Advisory Committee members should take into account the number of
such publications in a given year, the quality and reputation of presses and journals, and,
when possible and appropriate, the reception of the works in the scholarly community as
evidenced by reviews and awards. The following list of research accomplishments to be
considered in evaluations includes, but is not limited, to the following:
 Research monographs
 Articles in refereed journals
 Scholarly essays or chapters in edited, refereed anthologies
 Textbooks or other book-length works of synthesis
 Edited books or journal articles
 Book chapters
 External grants
 Conference papers presented
 Service as chair, commentator, or discussant on panels at conferences
 Articles in non-refereed journals or magazines
 Book reviews
 Other invited publications
 Entries in reference works
3. Service. The department recognizes the importance of service, although it also
understands that service can take a variety of forms. Although community and
professional service are valued, it is anticipated that all faculty members will perform at
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least some on-campus service. Duties for which faculty members receive release-time
for teaching are not to be considered in evaluating service. Forms of service to be
considered by the Advisory Committee in evaluating service include, but are not limited
to, the following:
 Chair of a significant university, college, or department committee
 Membership on a significant university, college, or department committee
 Student advising
 Service to a national or international organization or association
 Advisor to student organization
 History or Geography-related Community outreach or presentations
 University fundraising activities

D. Appeals
Faculty members may appeal a determination on merit pay, but must do so within one week of
receiving written notification of the determination. A faculty member may appeal the category
in which he or she is placed, but not the dollar amount assigned to that category. In a case in
which a faculty member appeals a determination, that faculty member has the right to first meet
with the Department Chair to discuss the determination and second to request a meeting with the
Advisory Committee. These meetings must take place before March 1 in order to have time to
make changes to the recommendation before funds are allocated by the Dean‟s office. In the
event that the faculty member is not satisfied with the outcome of the meetings with the Chair
and the Advisory Committee, the faculty member may appeal to the Dean of the College of
Liberal Arts.
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Appendix A
Operation of Merit Evaluation System for Tenured and Tenure-Track Faculty

The following is meant to illustrate the functioning of the Merit Evaluation System for regular
tenured and tenure-track faculty (the system will be the same for endowed chairs, except that the
weights given for teaching and research are different):
Professor X submits her annual report and personal statement to the committee. The members of
the committee study these documents and go through the prescribed process, assigning Professor
X the following scores in the various categories:

Teaching

Research

Service

Committee
Member 1

7

5

2

Committee
Member 2

8

4

2

Committee
Member 3

7

4

3

Committee
Member 4

7

5

2

Committee
Member 5

6

3

4

Averages

7.0

4.2
(adjusted to
5.3 as
explained
below)

2.6

Since the research rating includes the current year and the past two years, a further step is
required. In the previous two years, Professor X‟s research ratings were 9.4 (she had a book that
year) and 2.2 (she wasn‟t very productive that year). When those figures are averaged together
with this year‟s research rating (4.2), the average for the three-year period is 5.3. So, in the chart
above, the 4.2 for this year‟s average research rating would be replaced with 5.3, the average
rating for the past three years.
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Armed with these numbers, the average scores in the three categories are then weighted (40%
each for teaching and research and 20% for service) When those computations are performed,
the following numbers result:

Teaching

7.0 x .40 =
2.8

Research

5.3 x .40 =
2.1

Cumulative
Score
(total of the
other three
columns)

Service

2.6 x .20 =
.52

5.42

In our hypothetical case, the Committee has gone through this process with all the eligible
faculty members, and the results are as follows:
Professor Y
Professor Z
Professor A
Professor B
Professor D
Professor E
Professor F
Professor G
Professor H
Professor X
Professor I
Professor J
Professor K
Professor L
Professor M

8.20
8.18
8.14
7.12
7.06
6.97
6.84
5.66
5.58
5.42
4.01
4.00
3.86
2.33
2.16
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The committee and the department chair look for natural groupings, and they notice that there is
a sizable gap between Professor A‟s 8.14 rating and Professor B‟s 6.32 rating, so that appears to
be a natural break. They notice a similar break between Professor X and Professor I, and yet
another between Professor K and Professor L. Thus, all the faculty members are split into the
following four groups:
Group 1

Professor Y
Professor Z
Professor A

8.20
8.18
8.14

Group 2

Professor B
Professor D
Professor E
Professor F
Professor G
Professor H
Professor X

6.32
6.26
6.10
5.84
5.66
5.58
5.42

Group 3

Professor I
Professor J
Professor K

4.01
4.00
3.86

Group 4

Professor L
Professor M

2.33
2.16

This year, the department has been told that it has the equivalent of 3% of the department‟s entire
salary pool to distribute in the form of raises. In dollar amounts that come to $40,000, of which
half goes to across-the-board 1.5% pay raises. This leaves $20,000 available to distribute in the
form of merit raises. The Advisory Committee and the department chair decide to allocate the
money thusly:
Group 1
$1,600 ea.

Professor Y
Professor Z
Professor A

8.20
8.18
8.14

Group 2
$1,200 ea.

Professor B
Professor D
Professor E
Professor F
Professor G
Professor H
Professor X

6.32
6.26
6.10
5.84
5.66
5.58
5.42

Group 3
$800 ea.

Professor I
Professor J

4.01
4.00
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Group 4
$400 ea.

Professor K

3.86

Professor L
Professor M

2.33
2.16

Total distributed thus far: $16,400
It turns out, however, that Professor Z also had a single-authored research monograph published
this year, and he is awarded an additional $1,000 raise for that, on top of his $1,600 raise for
being in Group 1. So, he will get the 1.5% raise that everyone got, plus an additional $2,600.
Total distributed thus far: $17,400
Of course, there will also presumably be merit raises for non-tenure track faculty, so in this
scenario, $2,600 was left from the available $20,000 to accommodate those raises. Because
research is not a formal component in the evaluation of lecturers and instructors, the calculations
of their merit raises is a separate exercise from that of the tenure-track faculty. (And for sake of
illustration, the differing weightings for endowed chairs were not calculated in this example.)
Let‟s say, however, that the department also had two instructors, and after their rankings were
performed, Instructor A ended up with a rating of 8.20 and Instructor B with a rating of 5.31. In
this scenario, the committee and department chair placed them in separate “groups” within the
instructors‟ category, with Instructor A receiving a merit raise of $1,600 and Instructor B
receiving a raise of $1,000 (on top of their across-the-board raises).
Total distributed: $20,000
The number of groupings, the dollar amounts of the raises assigned to them, the amounts
assigned for the publication of monographs, and the relative amounts set aside for tenure-track
and non-tenure-track faculty in this example are solely for the sake of illustrating the functioning
of the system and are not intended as guides for future committees and chairs.
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