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Faculty Committee Handbook
The guidelines that follow are meant to be of assistance to faculty in understanding the committee structure and in discharging their committee responsibilities.  As such, these guidelines are dynamic, and subject to revision on a period basis, as the faculty sees the need to do so.

A. Introduction

1. All functions and activities of the School of Music will be governed by University regulations and guidelines.

2. The process for staffing committees should include a mechanism for allowing faculty to express their interest in participating.  Members are both elected and appointed.  The Director is a member ex-officio of all school committees.

3. Normally, a faculty member should be expected to serve on no more than two standing committees at one time.

4. Committee chairs are expected to meet with their committees as stipulated in these committee guidelines and/or as directed by the Director of the School of Music.  All committees are expected to post agendas within three working days prior to each meeting.  Minutes should be posted within three days after each meeting.  Copies of agendas and minutes are to be provided to the Director at the times they are posted.  Minutes are not expected to provide detailed reports of discussions, but to summarize important points and points of general interest.

5. Committee re-staffing normally takes place during the spring term for the following year.  The following procedure is followed:

· Faculty receive forms for indicating their preferences for committee participation.

· Faculty submit their preference forms to the music office by the announced deadline.

· Nominations forms are then developed and distributed to the faculty.

· Faculty return nomination forms to the music office by the announced deadline.

· Ballots for elections are developed by the Director (or designee) and distributed to the faculty.

· In the case of the Council of Representatives, ballots are developed, distributed and tabulated by one or more members of the Ad Hoc Governance Committee.  Faculty vote for nominees representing their area(s) of assignment only.

· Faculty return ballots to the music office by the announced deadline, and are tabulated by a member of the office staff, a faculty member appointed by the Director, and the Director of Operations.  The Director then makes committee appointments as appropriate.

· Committee membership is announced at the end-of-year faculty meeting.

B.  Major Committees

Council of Representatives

Membership:
The Council is composed of five members, elected by the faculty:  two faculty members from the Performance Areas (one from Keyboard/Voice/Strings and one from Brass/WW/Percussion); two faculty members from the Academic areas; and one faculty member from the Ensembles area.  Faculty represent their primary area of assignment.  The Director of Operations serves as ex-officio.

Term of Service:   The five elected members serve one-year terms, and can be re-elected annually.

Leadership:  The Director convenes the Council monthly, but the items for the meeting agendas are solicited by the Council members themselves.

Responsibilities:  The main purpose of the Council of Representatives is to represent the concerns of the faculty from each individual are at the monthly meetings, by discussing items that are pertinent to programs, as well as to other matters which involve faculty and students in the School of Music.  The Council is conceived as a forum in which there is interaction and discussions of concerns from the entire faculty.  The Council is not a decision-making body, but a sounding board for new ideas, as well as matters that need to be resolved.  Council members are responsible for setting meeting agendas, and must meet with their area faculty on a regular basis, in order to facilitate communication.  In response to issues raised and discussed in the council forum, the Director works directly with school committees and with each individual school area, through the committee chairs and area heads, to solve problems and pursue ideas.  Items that need faculty reaction are brought to the full faculty for discussion and action at the appropriate time.  Through this process, the Director and the faculty are accountable to each other for dealing with current issues, as well as for setting goals and making plans for the future.

Meeting Schedule:  Monthly (except in August and December), usually on the last Thursday of each month.

Faculty Performance Advisory Committee

Membership:  This committee is composed of five tenured members of the faculty.  Three members will be at the rank of Full Professor, and two at the rank of Associate Professor.  Three members (two Full Professors and one Associate Professor) are elected by the faculty.  The remaining two members (one Full Professor and one Associate Professor) are appointed by the Director.

Term of Service:  The three elected members serve three-year staggered terms.  The two appointed members serve two-year staggered terms.

Leadership:  The committee chair is appointed by the Director, for a two-year, renewable term.

Responsibilities:  The primary responsibilities of this committee are 1) to serve as a “fact-finding” group and to advise the Director on an annual basis regarding the performance of non-tenured faculty members, and every three years, or at the request of the faculty member or the Director, regarding the performance of tenured Associate Professors, in accordance with the Guidelines for Promotion and Tenure in the School of Music; and 2) to provide “feedback” to the non-tenured and tenured faculty.  At the by request of the Director, the committee may also provide advice regarding the performance of adjunct faculty who are not on tenure-track appointments.

Meeting Schedule:  This committee meets as necessary in order to perform its required duties, and in accordance with the School’s annual review timeline.

Information Gathering Process:  The following process will be observed by the Committee in gathering information on faculty performance.

1. Classroom/studio teaching will be observed throughout the Fall and early Spring by at least two members of the Committee.

2. Cumulative Faculty Reports (CFRs), resumés, Semester Faculty Assignment Report and other support materials which document the faculty members’ accomplishments for the review period will be reviewed by Committee members in late January and early February each year.

3. Interviews will be conducted by the Committee with each faculty member being reviewed, for the purpose of (a) becoming more informed about the faculty member’s activities in the areas of teaching, creative achievements/scholarship, and service; and (b) reviewing and discussing accomplishments and/or areas in need of improvement.

4. The tenured faculty as a group will then meet annually with Committee members for the purpose of consultation and fact finding relative to the performance of non-tenured faculty being reviewed.  This meeting, which includes the Director, will be conducted by the chair of the faculty Performance Advisory Committee.  The Director participates in this meeting as an observer and to clarify issues of concern.

5. The Committee will prepare a written advisory report to the Director, which summarizes accomplishments and areas in which improvement might be needed, along with a brief summary of the issues expressed by the faculty.  The Committee will then meet with the Director to discuss the report.  The written report, which will be signed by all of the members of the Committee, then becomes part of the faculty member’s official file.  

6. The Director will use the information provided in this report as a resource in the annual review process when addressing the faculty member’s progress toward tenure and/or promotion.  Statements regarding this progress will be contained  in the annual review letters, which eventually become part of the faculty member’s application packet for tenure and promotion.

7. Appropriate faculty will review the faculty member’s application packet for tenure and/or promotion, which contain the Director’s annual review letters, prior to casting their secret ballots.

Curriculum Committee

Membership:  This committee is composed of five members, one from each major academic area (Theory/Composition, Music History and Literature, Music education, Keyboard/Voice/String Performance, and Woodwinds/Brass/Percussion Performance).  All five members are elected by the faculty.  The Coordinator of Admissions and Advising as well as other faculty advisors serve as needed.

Leadership:  The committee chair is appointed by the Director, and serves in a non-voting capacity.  The chair is responsible for: a) keeping current on university and college guidelines concerning the addition, deletion, and revision of courses and programs; b) working with faculty and the School Director to insure that all curriculum proposals are complete and thorough, and ready for committee consideration and action; and c) guiding the committee as it considers curriculum issues related to the future.  The Committee Chair also serves as a member of the College of Fine Arts Curriculum Committee.

Term of Office:  All elected members serve three-year, staggered terms.  The Chair serves a three-year renewable term.

Responsibilities:  The primary responsibility of this committee is two-fold: a) to review all proposals pertaining to changes and/or additions to the undergraduate curriculum prior to action by the full faculty; and b) to provide input to the Director and the faculty at large relative to current and future courses and programs of study.

Meeting Schedule:  This committee meets monthly and as necessary, according to a schedule determined by the Committee Chair.

Graduate Advisory Group

Membership:  The Committee is composed of the area heads for Theory/Composition, Musicology/Ethnomusicology, Music Education, a representative from the ensemble conductors, the Master’s and PH.D. advisors, the Chair of the SOM Undergraduate Curriculum Committee (ex-officio) and the Director of Operations (ex-officio).

Leadership:  The committee chair rotates annually.

Term of Office:  Members of this committee are appointed annually.

Responsibilities:  The primary responsibility of this committee is to review proposals pertaining to changes and/or additions to the graduate curriculum prior to action by the full faculty; to discuss and resolve issues within the graduate program.

Meeting Schedule:  This committee meets monthly on the second Tuesday of each month or as necessary.

Committee on Recruiting, Admissions and Scholarships

Membership:  The Committee is composed of the Director of Bands, Choirs and the Orchestra, as well as representatives (one each) from Music History/Literature, Music Theory/Composition, Music Education, Strings, Voice, Keyboard, and Winds/Percussion.  All members are appointed by the Director.  The Director of Admissions serves ex-officio.

Leadership:  The Director of Admissions serves as standing, non-voting committee Chair.

Term of Service:  Members of this committee are appointed annually.

Responsibilities:  The responsibility of this committee is twofold:  a) to make recommendations concerning admissions and scholarships; and b) to provide input relative to the student recruitment process.

Meeting Schedule:  The Committee meets at least once prior to annual auditions, as well as at least once after the Spring audition dates.

Alumni Relations Committee

Membership:  This committee is composed of five members of the faculty, all of whom are appointed by the Director, as well as the Director of Admissions, who serves as ex-officio, and a School of Music Alumnus.

Leadership:  The Committee is chaired by the Director of Alumni Activities, who is appointed by the School Director from the membership, and who is given a percentage of his/her normal faculty load to serve in this capacity.

Term of Service:  Faculty members on this committee serve three-year staggered terms.  The Director of Alumni Activities and the Alumni member are appointed for three-year terms.

Responsibilities:  Responsibilities of the Alumni Affairs Committee are the following:  a) to recommend to the faculty candidates for the Alumni Achievement Award and to plan and implement the special activities related to hosting of the Alumni Achievement Award recipient when he/she comes to campus; b) to develop and implement a mechanism for soliciting input from alumni concerning the school and its programs on a regular, planned schedule; c) to take an active role in the planning and participation of the Annual Alumni Reception held at FMEA; d) to assist with the preparation and dissemination of the Alumni Newsletter; e) to work as appropriate with the Director of Development and the Alumni Coordinator for the College of Fine Arts; and f) to provide input to the Director of the School of Music and faculty relative to alumni relations.

Meeting Schedule:  The Committee meets as necessary, according to a schedule determined by the Committee Chair.
C.  Minor Committees

Student Appeals Committee

Membership:  This committee is composed of three members of the faculty, all of whom are elected by the faculty.  The Undergraduate Advisor (if not an elected member) provides input to the committee as needed.

Leadership:  The Committee Chair is elected annually by the Committee membership.

Term of Service:  Faculty members on this committee serve three-year staggered terms.

Responsibilities:  The primary responsibility of this committee is to consider student appeals in all matter pertaining to undergraduate studies in the School, as submitted to the committee through the office of the [Undergraduate Advisor].

Meeting Schedule:  This committee meets monthly, or as necessary to consider student appeals in a timely fashion.

Library Committee

Membership:  This committee is composed of three members, and includes one representative each from Performance and Music History/Literature, and one member from the faculty at-large.  The Music Librarian serves ex-officio on a permanent basis.

Leadership:  The committee chair is appointed by the Director from the membership.

Term of Service:  Faculty members on this committee serve three-year staggered terms.  The Music Librarian serves ex-officio on a permanent basis.

Responsibilities:  The Primary responsibility of the committee is twofold:  a) to serve as liaison between the faculty and the Music Library; and b) to recommend expenditures for library materials based on an annual review of school library needs.

Meeting Schedule:  This committee meets as necessary, according to the a schedule determined by the committee chair.

Facilities Committee

Membership:  This committee is composed of six members:  the Director of the Electronic Music Studio/Computer Lab, the Music Librarian, the School of Music Electronic Technician, and three additional faculty members, appointed by the Director.  Additional individuals, who, by virtue of their present position or past experience, could provide valuable input at one time or another, may also be asked to serve on an as-needed basis.

Leadership:  The Committee Chair is appointed from the membership.

Term of Service:  The Director of the Electronic Music Studio, the Music Librarian, and the School of Music Librarian, and the School of Music Electronic Technician serve on a permanent basis.  The three additional faculty members serve three-year staggered terms.

Responsibilities:  The primary responsibility of this committee is to review school facilities needs and building-use policies on a regular basis and to make recommendations to the Director as appropriate.  In addition, this committee may be called upon periodically by the Director to address specific areas of concern.

Meeting Schedule:  This committee meets according to a schedule determined by the committee chair.

D.  Search and Screen Committees

Search and screen committees for faculty vacancies will be appointed by the Director, with one member appointed as the committee chair.  The committee will consist of at least five faculty members of any rank, from within the area of vacancy as well as from without.  The Director will, to ensure mutual understanding and open communication, attend important meetings, e.g., the first meeting, and at the times of reducing the number of candidates under consideration.  It is understood that search and screen committees make recommendations to the Director, and that University guidelines and procedures, relative to Affirmative Action and Faculty Searches, will be followed.

E.  Ad Hoc Committees

Whenever appropriate, ad hoc committees shall be appointed or elected.

EVALUATION OF FACULTY PERFORMANCE 

IN THE SCHOOL OF MUSIC

School of Music (SoM) procedures for the evaluation of faculty performance are subject to University of Florida policies and procedures.

ANNUAL REVIEW AND EVALUATION

Introduction

Formal evaluation of faculty performance in the School of Music occurs each year through peer reviews, self-reporting, end-of-semester student evaluations, and the annual review by the School Director.  The process of evaluation is predicated on the individual faculty member’s responsibility for involvement in his/her own progress.  In this regard, therefore, it is the responsibility of each faculty member to document those activities to be considered by the Director in the evaluation process.

The annual evaluation process includes consideration of:

· Cumulative Faculty Report (CFR)

· Student evaluations

· Faculty peer-evaluations

Cumulative Faculty Record (Copy available at www.arts.ufl.edu under Faculty Resources and instructions for completing the online form) 

In the Spring of 1992, the Dean introduced the Cumulative Faculty Record (CFR) for the annual documentation of all faculty activity.  The topics included in the CFR should be used as the guideline for preparing material for the End-of-Year-Report for the Annual Review.  The CFR is designed to provide the Director (and appropriate others) with a comprehensive view of the professional activity of a faculty member which is an essential resource of information for the annual review process, the annual appraisal of progress toward promotion and tenure, the final review for promotion and tenure, and the awarding of merit pay increases.  The CFR also serves as the most useful reference to the Director to consult in summarizing the accomplishments of the faculty and in promoting the quality of the school both regionally and nationally.

Teaching

 In the classroom: 

· Initiative and creativity in preparation and effectiveness in presentation of material. 

· Course load: number of courses taught, individual projects (for credit), contact hours, work demands made on the individual faculty member. 

· Degree of success in developing new programs and/or courses. 

· Related activities: consulting, counseling, advising. 

· Maintenance of currency in the field, and teaching improvement activities, which may include additional graduate study and/or completion of the doctorate, post-graduate work, and participation in workshops. 

· Teaching awards or grants. 

· Student teaching supervision. 
In studio and ensemble instruction: (including leadership of performing organizations) 

· Demonstrated ability to attract and develop students. 

· Effectiveness in studio classes, master classes, rehearsals, lecture-recitals, and performance demonstrations. 

· Student recital preparation, ensemble programming and development. 

· Emphasis on repertory of high quality. 

· Continued professional and personal growth. 
In thesis and dissertation direction: 

· Number of graduate committee memberships and directors. 

· Direction of theses, dissertations, and graduate individual projects (for credit). 

Research and other Creative Activity 

· Publications: A listing by category of publications: books (sole author, co-author, editor); monographs; articles (refereed journals, non-referred journals, bulletins and newsletters); reviews; compositions, arrangements; miscellaneous publications. 

· Performances: A listing by category, of programs (1) solo recitals; (2) concerto, opera, and oratorio appearances; (3) ensemble performances; (4) guest conducting; and (5) other appearances. 

· Compositions, Transcriptions, and Arrangements: 
A listing by category indicating whether commissioned, recorded, or performed on or off campus.

· Lectures, Panels, Clinics, Workshops: 
A listing by category showing degree of participation, scope of activity, and importance. 

· Grants and Awards: 
A listing by category showing grant activity to be carried out or awards received. 


Service 

· To the Institution: School, college, university, duties, directors, or offices held. 

· To the profession: A listing by category (school, college, university, state, regional, or national) dealing memberships, administrative duties, directors or offices held, and activities undertaken.

· To the community: A listing of activities, detailing the manner in which the aims of the School are furthered, the visibility of the professional service, and the impact on the community. 

· To the public schools: A listing of specific contacts with the personnel and programs of the public schools, commenting on the instructional significance and curricular importance of the activity, including clinics, adjudications, master classes, consultations, performances, and lectures, and recitals.

Tenured Faculty 

Each year a timetable will be established for the annual review process, and will include time periods for preparation of the CFR, planning meetings between the Director and individual area coordinators, evaluation conferences, and preparation and submission of annual evaluation letters.  Faculty will be evaluated based on their performance and accomplishments as these relate to the individual faculty member's normal assignment, as well as to any special goals that faculty may have set for themselves.  Area coordinators will be expected to demonstrate ways in which they have provided the faculty leadership expected of them.  The annual review will be the primary driving force behind the goal-setting process for the following year, as well as decisions concerning merit salary increases.

 Non-Tenured Faculty 

Non-tenured faculty are evaluated each year by the Director during the same general time period as tenured faculty, but the process is somewhat more detailed, and includes, but is not limited to, organized and systematically gathered data by the Director concerning a faculty member's achievements from the Faculty Performance Advisory Committee, appropriate faculty, students, and others. 

In addition to the formal, on-going guidance provided by the Director through the annual review process and other means, tenured faculty are encouraged to assist with a new faculty member's adjustment during the probationary period, by helping them understand routine school procedures, policies, and the like, and by serving as role models with respect to the level of quality and performance that will be expected.  Assisting non-tenured faculty in this manner, however, does not minimize or substitute for the responsibility of new faculty to master the quality of their performance as well as their own growth toward meeting the expectations of the position to which they were appointed. 

COLLEGE OF FINE ARTS FACULTY MENTORING POLICY

(Effective October 2008)

The general purpose of the CFA Faculty Mentoring Program is to promote the retention of new faculty members by creating a collegial atmosphere, a supportive work environment and a well-informed faculty. 

The charge of the mentor is to assist the new faculty member in understanding the policies, procedures and programs of the School, College, and University. The mentor shall meet with the new faculty member at the beginning of the academic year, at mid-semester, early in the spring semester and thereafter as necessary. 

Upon the appointment of a new, tenure-accruing faculty member, the Director of the School, in consultation with the School’s advisory committee, shall assign a senior faculty member to serve as a mentor to the new faculty member during his/her first tenure-accruing year. In the second and subsequent years, up to and including the year of application for tenure, the same mentor may serve or a different senior faculty member may be assigned. If desired, the non-tenured faculty member may choose his/her mentor in consultation with the Director. The Director shall keep a list of current mentors and mentees.

Mentors shall be assigned/selected from a pool of faculty who have already indicated a willingness to serve. The Director shall poll tenured faculty at the beginning of each academic year regarding willingness to serve. Mentors may be assigned/selected from any area in the School.

University of Florida requirement:
“Each college and equivalent academic unit shall establish a mentoring program for faculty in the ‘tenure probationary period’ as defined in Rule 6C1-7.019, F.A.C. This must include consultation assessing the faculty member’s progress toward tenure. No college or equivalent academic unit mentoring program shall require any written assessments by the mentor.” (Rule 6C1-7.010 (7)(a), F.A.C.)

Merit Pay Increases 

In awarding merit pay increases, the School of Music seeks to reward faculty who excel in their work of teaching, research and other creative activity, and service.  It is expected that all faculty will address assigned duties at an appropriate and successful level of performance -- that classes will be taught, recitals prepared, students graded, and committees met. Merit pay increases are awarded to those who make contributions of greater distinction, by doing more than merely fulfilling their written contractual assignment. Criteria for merit increases are the same as those stipulated for promotion and tenure articulated below. (See ATTACHMENT 5)

CRITERIA FOR PERSONNEL DECISIONS

It is most important that confidentiality be maintained by all faculty in matters related to personnel decisions in the School of Music.  This confidentiality is essential in order to protect the rights of our colleagues. 

THE TENURE REVIEW PROCESS
The Annual Appraisal of Progress Toward Tenure 

Each year, as part of the annual review, non-tenured faculty members will prepare all appropriate supporting materials and submit them to the Director, who will make them available to the Faculty Performance Advisory Committee. The Director may also seek input from Area Coordinators, faculty who are serving in a mentoring capacity, and others as appropriate.  The Faculty Performance Advisory Committee will review the faculty member's materials in accordance with established guidelines and make a written report to the Director. The Director will counsel with the faculty member with respect to his/her progress toward tenure (and promotion, if requested) and, in accordance with the provisions of University regulations, will provide the faculty member with a written statement of evaluation.

Mid-Career Review for Tenure-Accruing Faculty

The School of Music implemented a Mid-Career Review Process for Tenure-accruing faculty in the Spring of 2004.  This process follows the structure described below:

UF POLICY ON MID-CAREER REVIEW FOR TENURE-ACCRUING FACULTY

(effective May 2004)

The department would initiate this process toward the end of the faculty member’s third or fourth year.  The chair and the faculty would decide which timeframe is appropriate for their discipline.  The chair and the faculty would define the review process in the department as well, but it would include at a minimum a substantive assessment of an undated curriculum vita and the teaching evaluations of the faculty meeting.

The department and the tenured faculty should express itself in a formal manner on the progress of the faculty member toward tenure, and that information should be shared with faculty member by the chair.  The dean should also receive this information on an annual basis, and any response to the candidate should reflect both the department’s and the dean’s assessment of the faculty member’s record.

The Provost’s office will review this process, not the cases, in its initial years.  After three years, the Provost’s office will review this process every two years to make sure it is achieving the goals that were initially set for it.
Application and Final Review for Tenure

 At the beginning of the year during which the decision regarding tenure (and promotion, if appropriate) will be made, the faculty member under consideration will prepare all appropriate supporting materials and submit them to 

the Director, in accordance with the established timetable.  Tenured faculty members will be given an opportunity to examine the non-tenured faculty member's materials, and following a formal presentation to them by the Director, they will be polled by secret ballot concerning the faculty member.  The Director will counsel with the faculty member with respect to his/her standing and, in accordance with the provisions of University regulations will provide the faculty member with a copy of the Director's letter, which is required to be included in the tenure application packet.  The Director will inform the faculty eligible to vote as to the outcome of the vote.

Review of Non-Tenure Accruing Faculty

 The performance of non-tenure accruing faculty will be reviewed by the Faculty Performance Advisory Committee. As requested, the Director will then counsel the faculty member with respect to his/her performance and, in accordance with University guidelines, will provide the faculty member with a written statement of evaluation. 

Evaluation for Promotion in Rank
Candidates for promotion are assessed in the light of meritorious performance of assigned duties and initiative, as well as in fulfillment of such other duties as may be considered appropriate to the effectiveness of the School of Music and the University.  Candidates shall also be evaluated based on their dedication to maintain currency and personal growth in their particular field. Normally, promotion to Associate Professor occurs at the same time as the awarding of Tenure.  Time in rank, however, is variable, in accordance with “Tenure and Promotion when ready” policy followed by the University. 

The faculty member under consideration for promotion will prepare all appropriate supporting materials and submit them to the Director, in accordance with the established timetable.  Faculty members, holding the rank above that of the faculty member seeking promotion, will be given an opportunity to examine the faculty member's materials, and following a formal presentation to them by the Director, they will be polled by secret ballot concerning the faculty member's application for promotion.  The Director will counsel with the faculty member with respect to his/her standing and, in accordance with the provisions of University regulations, will provide the faculty member with a copy of the Director's letter, which is required to be included in the promotion application packet. The school Director will inform the faculty eligible to vote as to the outcome of the vote.

THE UNIVERSITY OF FLORIDA

CRITERIA FOR PROMOTION AND TENURE

REGULATIONS OF UNIVERSITY OF FLORIDA 

6C1-7.019 Tenure and Promotion

Criteria for Tenure and Promotion. 

(a)
The criteria for promotion or for granting of tenure shall be relevant to the performance of the work which the faculty member has been assigned to do and to the faculty member's duties and responsibilities as a member of the University community. These criteria recognize three (3) broad categories of academic service as follows: 

1.
Instruction, including regular classroom teaching, direction of theses and dissertations, academic advisement, extension programs, and all preparation for this work including study to keep abreast of one's field. 

2.
Research or other creative activity including scholarly, peer-reviewed publications. 

3.
Professional and public service. 

(b)
Extension service may be inclusive of the three broad categories of academic service described above. Refer to paragraph 6C1-7.010(2)(b) for a detailed description of the duties and responsibilities specifically assigned to extension faculty. 

(c)
The work for which a faculty member is responsible, as well as the expectation that he or she will abide by the rules and regulations of the University and the laws of the State and the nation, should be made clear to the faculty member at the time of employment and shall be reviewed at subsequent intervals at least annually, since the faculty member's assignment may vary with the passage of time. 

(d)
The assignment shall also be specified at the time of recommendation for promotion and tenure on the University's tenure and/or promotion nomination packet of information which the faculty member prepares. A copy of the University’s Guidelines and Information regarding the Tenure, Permanent Status and Promotion Process, which includes the nomination packet format and which is incorporated herein by reference, may be obtained in the Chairperson's, Dean's or Director's Office or from the Office of the Provost. In most cases, all three types of activities listed in paragraph (4)(a) above will be expected, although the ratios required may vary widely. By way of illustration, a faculty member assigned mostly teaching responsibilities will in most cases be expected to do some research and/or service work. On the other hand, there will be some research personnel who will be assigned no teaching. In most cases, promotion and tenure should require distinction in at least two of the three categories, one of which should be that of the faculty member's primary responsibility, although merit should certainly be regarded as more important than variety of activity. “Distinction” in the categories listed in paragraph (4)(a) shall be defined by each college. Each college shall disseminate annually in writing its criteria for tenure and promotion to all faculty members. The criteria also shall be available from the dean’s office in each college. Reviews of nominations for promotion and tenure shall include evidence that review letters from outside the University have been sought for the evaluation of research and creative or extension service activities. In the case of tenure nominations at least five review letters from outside the university must be presented. 

Amended 6-15-07.

COLLEGE OF FINE ARTS PROMOTION AND TENURE CRITERIA

In addition to the standards specified in University policies, the College of Fine Arts uses the criteria below when considering faculty for promotion and/or tenure. These criteria are not exclusive but are provided as examples of how the Fine Arts faculty’s professional involvements might differ from their colleagues in other disciplines.

A. Teaching:  No significant differences from criteria as specified in University policies.

B. Research or Other Creative Activity:  In addition to those activities cited in University policies, consideration will be given to the 

1. Frequency and quality of professional public performances, compositions, or other works of art produced,

2. Frequency and importance of inclusion or participation in exhibitions, e.g., one-person shows, juried exhibitions, solo recitals, etc.,

3. Number and kind of awards received for artistic accomplishments,

4. Works included in museums, permanent exhibitions, recordings and other significant collections,

5. Frequency and level of participation as critic, juror or adjudicator of artistic productions, works of art, exhibitions, music performances, etc.

C. Service:  In addition to those activities cited in University policies consideration will be given to the

1. Frequency and effectiveness in the school/department, campus and/or community activities, e.g., as accompanying a guest performer, assisting in student sponsored productions, advising community officials regarding the technical problems in lighting or sound for a public event, etc.

2. Contributions to or aiding in the development of high artistic standards by participation in community workshops, lectures, reviews, exhibits, productions and performances.

It is expected that all continuing faculty will have earned the appropriate terminal degree.  Traditionally these are the M.F.A. and Ph.D.  Equivalent degrees and/or professional experience will be considered.

SCHOOL OF MUSIC CRITERIA FOR PROMOTION AND TENURE

The University of Florida’s criteria for the granting of promotion or tenure are relevant to the performance of work which a faculty member has been specifically employed to do, as well as to the performance of general duties and responsibilities as a member of the University community.  The institutional criteria recognize three broad categories of academic activity, viz:

1. Teaching (including regular classroom and studio teaching, master classes, conducting student ensembles, director of theses and dissertations, academic advisement, and all preparation for this work, including study to keep abreast of one’s field);

2. Research or other creative activity (including publications, recordings, public performance of music, composition, arranging, editing , and grants); and

3. Service (including public, professional, and University service).

In general, all of these types of academic activity are expected of faculty, although the ratios will vary widely.  Basic competency in all three areas is assumed to have been verified in the initial letter of offer.  Performance in all three areas is noted in the successive annual letters of assignment and evaluation, which form a record of this activity over the candidate’s period of employment.  It is the responsibility of each faculty member to give evidence of his/her achievement in all three areas.

To be awarded tenure and/or promotion, the candidate is required to provide substantial evidence of achievement indicating that he or she is a professionally active and organized faculty member whose accomplishments are clearly at a high level of excellence.  The School of Music expects the candidate to document outstanding performance in at least two of the three areas of academic endeavor, in addition to very good performance in the third area.  The University language is:


…distinction in at least two of the three categories, one of which should be that of his/her primary responsibility…”distinction” here means appreciably better than the usual college faculty member of the candidate’s present rank and field, and recommendations of promotion and tenure shall contain evidence that such a comparative judgment has been made.  

It is expected that all continuing faculty will hold the appropriate doctoral degree or demonstrate equivalent professional experience in their field.  Those faculty who serve in all categories of the Graduate Faculty are expected to make an important contribution to their secondary area if they have one.  This contribution may include presentation of papers at professional conferences, the membership and holding of office in professional organizations, and performance on the musical programs at professional conferences or in other important forums.  The above expectations will be considered in evaluations concerning promotion and tenure.

High quality in the performing arts is measurable both subjectively and objectively.  Personnel committees, with the Director and the Dean, will develop a consensus which indicates that the work of the individual faculty member concerned is consistent with the high level of achievement among those holding the same degree, or in the same rank, or with the same experience, or the current level of faculty work.  Included in such evaluations shall be a determination that the artistic production or scholarship represents continuing activity, in terms of literature, techniques, or new developments in the field.

Earning tenure and promotion in the School of Music:

· is dependent on a faculty member’s ability to demonstrate the quality of what he/she has done rather than on the need for other faculty and administrators to establish what the candidate has not done.  Candidates must master their own growth by accepting the responsibility for the quality of their performance and the achievement of their goals.

· relies on an evaluation process, which reflects congruence between the assignment and the types, and quality of the activities upon which the promotion/tenure decision is ultimately based.

· requires demonstrated success at establishing strong statewide visibility and respect, especially as this relates to the recruitment of students.

· is not based on popularity among colleagues or students.
The listings which follow, therefore, do not form a checklist of items to accomplish, but rather are an indication of the types of evidence which a candidate may present in the packet and supporting materials prepared for tenure or promotion decisions in the School of Music, to document the activity.

Teaching effectiveness and accomplishments may be demonstrated by these and possibly other means:

1. Evidence of knowledge in teaching the subject field.

2. Evidence of remaining abreast of current issues and trends in subject field.

3. Evidence of teaching skills (include reports of class visitations by the director, area coordinators, and members of the Faculty Performance Advisory Committee, as well as student evaluations).

4. Evidence of student success in competitions, auditions, or professional achievements.

5. Evidence of meritorious teaching activity or practices (e.g., initiation of or participation in workshops, seminars, lectures, exhibits, conferences, filed trips, etc.)  which are directly related to the area of specialization.

6. Evidence of innovation of reaching curriculum goals.

7. Evidence of significant contributions to the development of new or improved programs of study.

8. Evidence of professional attitude and conduct.
Significant research or creative activity may be documented by some of these means:

1. Authorship of books or monographs.

2. Professional performances or recordings.

3. Composition or other creative publications.

4. Authorship of articles in professional journals, clearly distinguishing between refereed and non-refereed publications.

5. Editorships of books or special collections.

6. Presentation of papers before professional societies.

7. Other appearances on programs of professional organizations.

8. Presentation of professional seminars, workshops, or master classes.

9. Applications for research grants, and successful administration of awards.

10. Evidence of other significant creative activity.
Notes on these items:

(a) The quality (not the quantity) of publications or performances shall be  considered in evaluating this area.  Quality is considered to be more important than variety of activity.

(b) Professional growth should be continuous in order to merit continuing advancement.

(c) These activities shall be closely related to the primary area of specialization.
Meritorious service may be demonstrated through some of these means:

1. Contribution to knowledge or to the development of high standards of artistic production, by extending individual expertise into the university and wider communities through performances, recordings, workshops, lectures, reviews, exhibits, or productions.

2. Active service as a member of school, college, and university committees and special task  forces.

3. Active participation in state, regional, or national professional or governmental organizations, and (to a lesser extent) local organizations.

4. Service as advisor to student organizations.

5. Leadership in professional organizations.

6. Service to the public schools of the State of Florida. 

SUSTAINED PERFORMANCE EVALUATION PROGRAM (SPEP) 
A. General Information
The Board of Regents has approved a Sustained Performance Evaluation Program (SPEP) to become effective at the beginning of the 1997-98 academic year. The SPEP requires that tenured faculty members receive a sustained performance evaluation once every seven years following the award of tenure or their most recent promotion. The purpose of this evaluation is to document sustained performance as a tenured faculty member during the previous six years of assigned duties and to encourage continued professional growth and developmen~ Tenured faculty with adininistrative appointments of chairperson and above shall not be eligible for this rvview until they resume faculty duties for the required six year period. Specifically, the evaluation is designed to determine if a tenured faculty member's performance is satisfactory or unsatisfactory. 

This program is to become effective at the beginning of the 1997-98 academic year. In phasing-in implementation of this program, the University shall review eligible faculty members, those who were awarded tenure or promotion in rank prior to 1991-92, by the end of the 1999-2000 academic year. 

B. Review Schedule
Each eligible faculty member shall be notified of the scheduled review date, by his or her chair. The first group (approximately one-third of the currently eligible faculty in the College) has accrued the longest time since tenure and/or promotion will be reviewed in 1997-98, and so on. Refer to Attachment 2. 

After the initial evaluation "phase-in" period, all faculty members will be scheduled for review every seven years after their first review, or after they have served seven years after being tenured or promoted. 

C. Sources and Methods of Evaluation
The chair shall prepare the information for the assessment. The information shall include a faculty member's last six annual letters of evaluation and related evaluative information (e.g., data from student evaluation of teaching program) contained in the faculty member's evaluation file for this period of review. 

The file shall be submitted to a committee for review. 

D. Appointment and Responsibility of Sustained Performance Evaluation Program Committee (SPEPC)
It shall be the responsibility of the SPEPC to review the materials and to prepare an evaluation report. The report shall rate the faculty member's performance according to the following: 

1) Sustained performance is satisfactory. 

2) Sustained performance is below satisfactory in one or more areas of assigned duties and responsibilities. 

The SPEPC's evaluation report and recommendation for an improvement, if applicable, shall be advisory to the chair and shall be considered in the chair's review and assessment of the faculty member's SPEP information. 

E. Responsibility of Chair
Following the chair's review of the SPEP information including the SPEPC's report, the chair shall prepare the evaluation of the faculty member's sustained performance. The results of the sustained performance review may be incorporated in the annual letter of evaluation, as appropriate. The chair will rate the faculty member according to one of the two evaluation categories mentioned above and provide a statement explaining his/her decision. The faculty member may attach a concise response to the evaluation and that statement will be attached to the evaluation and become part of the faculty member's personnel record. A meeting will be scheduled with the faculty member to review the evaluation. In addition to discussing the faculty member's SPEP report, this meeting may also serve as the end-of-the-year evaluation performance conference. 

F. Performance Improvement Plan
Faculty members whose performance is identified through the SPEP as being below satisfactory shall develop, in concert with the department chair, a Performance Improvement Plan with specific performance targets and a time period for achieving the targets. The department shall provide specific resources identified in the plan. It shall be the responsibility of the department chair to meet periodically with the faculty member to monitor any required Performance Improvement Plan and to provide evidence that his or her prescribed performance targets are met. 

Failure to meet these performance targets in the specified time frame could result in those actions described in Article 16 of the Collective Bargaining Agreement for in-unit faculty or the University's Rule 6C1-7.048 of the Florida Administrative Code for faculty who are not covered by the Collective Bargaining Agreement. 

G. Appeal Process
If the faculty member and his or her chair fail to agree upon the elements to be included in the Performance Improvement Plan, the faculty member may use the University's appeal process, which includes a review by the Dean and/or Provost's designee, whose decision is final. 

H. Timetables
Attachments include a (1) SPEP timetable and (2) projected evaluation timetable for eligible faculty. 

I. Report to the Provost
On or before June 30th, the listing of those tenured faculty identified by the college or unit as needing improvement shall be submitted to the Provost with appropriate Vice President (HSC~AS) with a brief statement of the identified faculty member's required improvement plan. 

FACULTY LOADS

The following guidelines are tentative, working, rules-of-thumb.  These are flexible and are not intended to cover every situation.

BACKGROUND INFORMATION

These guidelines may not violate policies of the Board of Trustees of the University of Florida.  These are intended only as interpretations within established policy.  These guidelines cover two principal purposes:  a) completion of the University of Florida semester Faculty Assignment Report, and b) internal computation of loads.

Every faculty member in the School of Music is expected to teach.  In addition, creative activity (such as performance, composition or research) and service to the School, College and University are expected at some reasonable level, appropriate for each person and his/her assignment.

Percentages and other numbers will always be rough approximations at best.  Professional productivity cannot be adequately quantified.  Further, different people with have different opinions about the value of any particular activity.

University regulation requires that every full-time faculty member’s Assignment Report must total 100%.  This is true whether the load is light or heavy for any particular semester.

Authority to make assignments rests solely with the School Director.  Assignments will be reasonable and appropriate, and whenever possible, made in consultation with the area coordinator and the faculty member.  “Load Credit” is given only for assignments made by the School Director.  In this regard, faculty are advised not to augment or diminish their teaching responsibilities without first discussing the matter with their area coordinator and the School Director.

UF SEMESTER FACULTY ASSIGNMENT REPORT

Total load includes appropriate assignments for teaching, creative activity, and service.  These are recorded each semester in the UF Semester Faculty Assignment Report.  

The usual range of percentages of a normal load assignment as recorded on the Faculty Assignment Report are as follows:

Teaching


75%-85%

Creative/Scholarly Activity
  5%-15%

Service



  0%-5%

Total



     100%

Total percentages for each area will vary from individual to individual and, to some extent, from semester to semester.  However, it is expected that the general overall balance for each individual with remain somewhat stable, reflecting reasonably balanced assignments that fit the person’s abilities and interests, consistent with the position description.

Adjustments in “load credit” given for any course or activity may be made based on such factors as whether the professor has taught the course for several years, class size, assistance with paper grading, etc.

INTERNAL COMPUTATION OF LOADS
These are guidelines only.  Any one teacher in any semester may have assignments, which total more or less than a “normal” load.

The figures used for internal purposes in calculating loads allow reasonable time for class preparation, paper grading, record-keeping, counseling, etc.

Faculty members  may not refuse a reasonable and appropriate assignment.  From time to time, faculty members may be asked to take on an extra student or extra course, in order to meet the teaching needs of the school, even if doing so puts the faculty member above the norm.  We must be able to provide instruction to students we accept.  We must be able to provide instruction to students we accept.  On the other hand, the School Director will seek to maintain equitable assignments whenever possible.  Sometimes loads will be heavier, sometimes lighter.  Sometimes we will be assigned exactly what we’d like; sometimes that may not be possible.

Consideration may be given to special research or performance projects, or for administrative duties, if approved in advance by the School Director.

A total “normal” load will usually range between 22 and 26 units per semester.

Usual Range of Units
Teaching

16-20

Creative Activity
  4-9

Service


  2-3

LOAD CREDIT FOR INSTRUCTION:  GENERAL GUIDELINES

For a normal teaching assignment of 16-20 units:

· 16-20 hours per week of individual or small group lessons  (1 hour = 1.0 unit)

or

· 12-15 hours per week of lab-type courses, such as skills classes, conducting classes, etc.  (1 hour = 1.5 units)

or

· 8-11 hours per week of lecture classes (1 hour = 2.0 units)

“Load credit” for very large or small classes may be adjusted.  Generally, classes of 5 or fewer students will be allowed “load credit” at 1.0 per contact hour.

INSTRUCTIONAL RESPONSIBILITIES

SCHEDULING OF CLASSES

The scheduling of classes is curriculum and resources driven.  Schedule recommendations begin one year prior to the semester in which they are offered, although fine-tuning of the schedule will sometimes have to be done right up to the beginning of the semester.  The area coordinators should have a sense of the area’s needs well in advance.  It is recommended that each area develop one-year and two-year cycles that will be repeated for each “class” of students.

1. Each semester, the undergraduate and graduate advisors, in consultation with the Director and the Director of Operations, will assess the previous year’s schedule in light of curriculum and student needs.  Those courses that are essential for SASS tracking, for the curricular requirements of the various areas and for degree requirements for graduating students will be considered priorities in scheduling.  We must also attempt to stay in line with the rotation of fall and spring classes as outlined in the university catalog.

2. After these factors have been taken into account, a mock schedule will be sent to the area coordinators for fine-tuning and for making recommendations necessary for teaching rotations, for faculty on leave, for adjunct recommendations, and for recommendations for graduate assistant teaching assignments.

3. If all such curriculum requirements are met, areas may recommend topical courses that enhance the program.

ADJUNCT FACULTY

It will sometimes be necessary to hire adjuncts to teach courses that we are obligated to offer; however, it is necessary to cover the teaching needs of the School with full-time faculty and graduate teaching assistants before adjuncts are hired.  Resources determine the number of adjuncts the School will be able to hire.  Priority must be given to classes required by the various degree programs, classes not covered by faculty who on leave, and special classes that may be needed for other reasons.  Justification of the need for adjuncts must be made in advance of the semester they are to be used.

SYLLABUS

Each faculty member is required by the university to prepare a syllabus for each class.  In preparing to teach the class, the instructor should be aware of the course description in the University Undergraduate and Graduate Catalogs and not veer from the description.  Such content should be obvious in the course objectives and outline.  The syllabus shall be distributed during the first class meeting, and a copy of the syllabus for each class must be placed on file in the School of Music office each semester.  (This is required by SACS and by our accrediting agency, the National Association of Schools of Music.)

The University of Florida also expects instructional faculty to email their course syllabi on or before the first day of class to the College of Fine Arts webmaster (webmaster@arts.ufl.edu) for posting on the CFA and SoM website.

There are College of Fine Arts “required” and “recommended” elements for all syllabi, see ATTACHMENT ___

Information of value  to your students in the syllabus will be:


Instructor’s name


Instructor’s office address


Instructor’s telephone number


Instructor’s email address


Instructor’s office hours


If there is an assistant(s), such information should be posted for each.


Course number and title


Time and place of class


Course goals and objectives**


Attendance Policy **


Text(s) and/or reading list


Exam and/or critique policies, requirements, and criteria


Assignment policies, requirements, and other criteria


A policy related to make-up exams or other work**


Methods of evaluation and grading**


Critical dates +
Course outline **


Date of final exam

The university’s honesty policy regarding cheating and use of copyrighted material**

A statement related to accommodations for students with disabilities, such as:

Students requesting classroom accommodation must first register with the Dean of Students Office.  The Dean of Students Office will provide documentation to the Instructor when requesting accommodation.

Other such information that you consider pertinent to the responsibilities of students in the course, such as:

Class demeanor expected by the professor of students during class (late arrivals, cell phones/pagers, etc.)+


Phone numbers and contact sites for university counseling services and mental health services.+

Items designated by “**” are required to be contained in all UF course syllabi as of Spring Semester 2002.

Items designated by “+” are suggested by the university.

Faculty members are reminded that any use of students as subjects in research projects MUST receive clearance from the “human subjects” board PRIOR to beginning the project.  This policy also includes any survey research. 

Critical dates on the university calendar may be viewed at:

http://www.registrar.ufl.edu/
You may enter your textbook needs at:

http://www.textadoption.ufl.edu/
Critical dates for graduate students may be viewed at:

http://www.registrar.ufl.edu/
OFFICE OF ACADEMIC TECHNOLOGY (AT)

1012 Turlington Hall, 1st floor

(352) 392-0371  web address: www.at.ufl.edu
The Office of Academic Technology (AT) provides resources, technical assistance, and equipment to assist the University of Florida faculty, staff and students.  The three general divisions of AT include support for media service, instructional technology, and teaching/learning.  The photography department offers complete photo services to the university community including onsite photography, color slides from artwork, duplicate slide, digital slide output, and more.  Visit the website for more detailed information and pricing.

For additional information, you may call the Center for Instruction Technology and Training at (352) 392-7249.

FACULUTY OFFICE HOURS

University of Florida Policy (August, 1987) requires that faculty members designate office hours by:

Notifying students in classes, preferably in writing on the course syllabus, at the beginning of the term.


Posting on or near office door.

Notifying School Director and SoM Office Staff, ikn writing at the beginning of each semester.

The SoM Office staff will provide to each faculty member a blank “Office Hours Form.”  One copy of the completed form will be posted outside the faculty member’s office, in compliance with UF policy, and one copy will be submitted to the SoM Office.

UNIVERSITY EXAMINATION AND ASSIGNMENT POLICY

Rules of Education, Division of Universities, University of Florida, Section 6C1-7.055

(1) Policy—Faculty or instructors shall not schedule final or comprehensive examinations or assign projects or term papers during the period comprising the last three days of classes and the reading days scheduled after classes end and before the final examinations begin.  Take home final or comprehensive examinations shall not be due prior to the regularly scheduled examination period.  Written papers and/or oral presentations and periodic testing announced in the course syllabus distributed at the first class meeting may be collected or presented during the last three days of classes provided they do not serve as a final examination.  The intent of this policy is to ensure that students be free to concentrate on classroom work for all courses taken and begin to review for final examinations in the week prior to final examinations.  It is the responsibility of chairmen and deans to ensure that this policy is followed in their college, department and/or unit.

(2) Changes in Examination Schedule—All changes in the published Examination Schedule must be approved by the University Curriculum Committee via the Office of Academic Affairs.  Requests for time changes must be justified, and include a specific statement of the effects on the students of such a change.  The rescheduled date must fall within the designated examination schedule.

(3) When scheduling examinations and assignment due dates, faculty should keep in mind that student need to have some indication of their progress, i.e., a mid-semester grade, prior to the last day to drop a course without failing.
(4) Major tests or other major class events should not be scheduled on days that will be observed as holy days by a significant number of students.

READING DAYS
The two days prior to the start of examination in the fall and spring semesters, generally a Thursday and Friday, are designated reading days.  No classes or exams are held on these days.  Instead, students are encouraged to use these days for study and review.  There are no reading days in the summer terms because examinations are given during regular class periods.

TWELVE-DAY RULE

Students who participate in athletic or extracurricular activities are permitted twelve (12) scholastic day absences per semester without penalty.  (A scholastic day is any day on which regular class work is scheduled.)  Instructors must be flexible when scheduling exams or other class assignments.  The 12-day rule applied to individual students participating on an athletic or scholastic team.  Consequently, a group’s schedule that requires absence of more than 12 days should be adjusted so that no student is absent from campus more than 12 scholastic days.  Students who previously have been warned for absences or unsatisfactory work should not incur additional absences, even if they have not been absent 12 scholastic days.  It is the student’s responsibility to maintain satisfactory academic performance and attendance.

ABSENCES FOR RELIGIOUS HOLIDAYS

Students, upon prior notification of their instructors, shall be excused from class or other scheduled academic activity to observe a religious holy day of their faith.  Students shall be permitted a reasonable amount of time to make up the material or activities covered in their absence.  Students shall not be penalized due to absence from class or other scheduled academic activity because of religious observances.  If a faculty member is informed of or is aware that a significant number of students are likely to be absent from his/her class because of a religious observance, a major exam or other academic event should not be scheduled at that time.  Further, a student who is to be excused from class for a religious holy day is not required to provide a second party certification of the reasons for the absence.  Finally, a student who believes that he/she has been unreasonably denied an education benefit due to religious beliefs or practices may seek redress through the student grievance procedure.

HONOR CODE AND GUIDELINES

The University of Florida Honor Code was voted on and passed by the Student Body in the fall 1995 semester.  The Honor Code reads as follows:

Preamble:  In adopting this Honor Code, the students of the University of Florida recognize that academic honest and integrity are fundamental values of the University community.  Students who enroll at the University commit to holding themselves and their peers to the high standard of honor required by the Honor Code.  Any individual who becomes aware of a violation of the Honor Code is bound by honor to take corrective action.  A student-run Honor Court and faculty support are crucial to the success of the Honor Code.  The quality of a University of Florida education is dependent upon the community acceptance and enforcement of the Honor Code.

The Honor Code:  We, the members of the University of Florida community, pledge to hold ourselves and our peers to the highest standards of honesty and integrity.  On all work submitted for credit by students at the University of Florida, the following pledge is either required or implied:

“On my honor, I have neither given nor received unauthorized aid in doing this assignment.”
For more information about academic honesty, contact the Office of Judicial Affairs, P202 Peabody Hall, 392-1261, or the Student Honor Court, 364 JWRU, 392-1665, ext. 364.

For a complete copy of UF’s Academic Honesty Student Guide, please access:  http://www.dso.ufl.edu/sccr/
If you suspect a student of academic dishonesty, please advise the Student Honor Court at 392-1665 x364, or Student Judicial Affairs, at 392-1261.  The Student Honor Court will fairly and equitably administer each case, and instructors will be treated with deference during hearings that follow the filing of charges.

POLICIES REGARDING THE BEHAVIOR IN LECTURES, CLASSROOMS, STUDIOS, AND OTHER INSTRUCTIONAL SPACES

The University of Florida’s Student Code of Conduct is contained in the 2008-09 Student Guide and may be found at http://www.dso.ufl.edu/studentguide/.

The University of Florida is an institution which encourages the intellectual and personal growth of its students as scholars and citizens.  As an educational institution, the University recognizes that the transmission of knowledge, the pursuit of truth, and the development of individuals require the free exchange of ideas, self-expression, and the challenging beliefs and customs.

In order to maintain an environment where these goals can be achieved safely and equitably, the university promotes civility, respect, and integrity among all members of the community.  As stated in the Standard of Ethical Conduct, students are expected to exhibit high standards of behavior and concern for others.

Disruptive Behavior

Faculty, students, administrative, and professional staff members, and other employees, who intentionally act to impair, interfere with, or obstruct the mission, purposes, order, operations, processes, and functions of the University shall be subject to appropriate disciplinary action by University authorities for misconduct, as set forth in the applicable rules of the Board of Governors and the University and state law governing such actions.  A detailed list of disruptive conduct may be found in the Student Code of Conduct.  Be advised that a student can and will be dismissed from class if he/she engages in disruptive behavior.

COUNSELING SERVICES
Resources are available on campus for students having personal problems or lacking clear career and academic goals, which interfere with their academic performance:

University Counseling Center, 301 Peabody Hall, 392-1575, individual and couples counseling services; Student Mental Health, Student Health Care Center, 392-1171, individual and couples counseling services; Center for Sexual Assault/Abuse Recovery and Education (CARE), Student Health Care Center, 392-1161, sexual assault counseling; Career Services Center, Reitz Union, 392-1601, career development assistance and counseling.

UF GRADE POSTING POLICY

Student academic information is, by law, confidential; an academic record that is individualized with a student’s name or social security number must be protected.  A student’s right to privacy is protected by Florida Statutes and the Federal Family Educational Rights and Privacy Act of 1974, as amended (FERPA), commonly referred to as the Buckley Amendment.  Even names obscured, numeric student numbers are considered personally identifiable information.  Therefore, the practice of posting grades by social security number or student identification number is a violation of the law.

Instructors who choose to post grades should use a method that ensures FERPA requirements are met.

In accordance with the guideline above, student papers or projects with the grade showing cannot be left in a public place such as the SoM office, in the hallway outside faculty offices, or in envelopes taped to doors where students can see any other student’s grade.

There are two possible options, which comply with FERPA requirements:

Each student can provide a code, known only to the student and the instructor.  Grades will be posted using a scrambled of these codes.  The last four digits of a student’s social security number also may be used, as long as the class roll list is scrambled.

Each student can provide the instructor with a self-addressed, stamped postcard or envelope, including course name and number.  The instructor can then print the grade and return the card to the student.

It is also a violation of the FERPA to discuss a student’s grade with his/her parents without the consent of the student.  In order to comply with FERPA, student information should not be transmitted to any third party outside of the university without the student’s written consent.  This confidentiality has been established as UF policy, which is on the web at www.dso.ufl.edu/sccr/FERPA.php.  Requests for student information can take many forms, including requests from potential employers.  Should written permission be obtained from students to release confidential information, the original authorization should be obtained from students, the original authorization should be retained in the student’s file as support for any future release of information.

Grades submitted on time are available to students the Monday evening following commencement.  Students may access ISIS at http://www.isis.ufl.edu or call TeleGator at 37GATOR (374-2867) to receive their official end-of-semester grades not submitted in a timely manner, or grades requiring a change (such as from an “incomplete” to a letter grade), must be submitted in writing on the appropriate Grade Change Form to a music office staff member.

“INCOMPLETE” GRADES

The CFA Directors, Chairs and Student Affairs Staff have developed an “Incomplete Grade Contract” for faculty use, which is modeled on the contract that the College of Liberal Arts and Sciences uses.  It is designed to assist faculty and students by ensuring that the Incomplete Grade option is used only under appropriate circumstances and that students take responsibility for incomplete grades by finishing coursework in a timely fashion.  (See ATTACHMENT ____)
The contract helps faculty avoid last minute pressure from students who may ask for an “I” because their academic work appears to be unsatisfactory as finals and the end of the semester near.  It also helps alleviate the problem of students coming back to complete an “I” several semesters (or even years) after the fact, when the original faculty member or teaching assistant is no longer at UF and is not available to reconstruct the work necessary to complete the class.

After the agreement is signed by all required parties, a copy should be placed in the student’s file in the advisor’s office and an additional copy should be sent to the Dean’s Office for inclusion in the student file.  (Faculty members may also wish to keep a copy for their own “Incompletes Pending” file.)

REQUIREMENTS FOR HONORS, HIGH HONORS, AND HIGHEST HONORS

IN THE SCHOOL OF MUSIC
  Music majors will be considered for HONORS upon earning a minimum 3.4 academic average.  The average will be calculated on all work attempted while the student is classified 3FA and above.

To be recommended for HIGH or HIGHEST HONORS, in addition to earning a 3.75 academic average on all work attempted whiled classified 3FA or above, a student in music education, music history/literature, performance, theory/composition, or curriculum in combination with an outside field is expected to successfully complete an independent creative or research project under the guidance of a full-time faculty member in the School of Music.  Based on the quality of performance or project completed, as evaluated by the faculty member working with the student, the area faculty may recommend the student to the School of Music faculty as a whole for high or highest honors.  Students in the music education curriculum must complete this project prior to Student Teaching. It is required that students enroll under a Projects and Problems course.

PHOTO COPYING POLICIES – AT SOM AND TARGET COPY
The copier for faculty use is located in of MUB 130.  Each eligible user will be assigned a five-digit copier access code, which is usually the last four digits of your UFID plus the number 1, by the SoM Office Manager.

This copier is for class-related material only.  In case of malfunction, do not attempt to repair the machine yourself.  Please ask one of the office staff for assistance.  

Faculty and graduate assistants who have large copying jobs should see Penny Murphy and request to have the job copied by a local commercial vendor.  (See purple requisition sheet)

Copiers for personal use may be found in all UF libraries, including the Music Library on the second floor of MUB.  These copiers take copy cards, which may be purchased in any library on campus.

Target Copy’s University Avenue location at 1412 W. University Ave.  may be reached at (352) 376-3826; FAX 375-2552.  The Target Copy center located at 3422 SW Archer Road, Gainesville, FL 32608, may be reached at (352) 372-1171, FAX 372-2491. 

ELECTRONIC RESERVE 

http://web.uflib.ufl.edu/as/eres/index.html
The UF Libraries provide hard copy and electronic reserve services to instructors and students.  To save on copying costs, the SoM encourages all instructors to utilize these valuable services.

This is a free service, and a wonderful way to make the libraries' materials even more accessible to your students and help you meet your teaching and learning objectives.

E-MAIL POLICIES
Faculty, Staff and Students are required to maintain a GatorLink account (www.gatorlink.ufl.edu).  All communication from SoM is delivered to this account, it must be checked frequently.

TELEPHONES

The use of long-distance telephone calls is restricted to University personnel and for University business only.  Long distance callers are reminded that the system is expensive.  Conversations should be as brief as possible.  

How to dial local and on-campus phone numbers:

To dial a phone number that is on-campus (numbers with prefixes 392, 294 or 846) you only need to dial the last 5 digits of the phone number.  For example, if the phone number on campus you are trying to dial is 392-0201 – you would dial 20201.  If the phone number is 846-0201 – you dial 60201.

To dial a local phone number that is not a campus phone number you need to select an outside line. Dial 9 to get an outside dial tone and then dial the number.

How to dial Long Distance:

Select an outside line, dial 9, 1, area code (even if calling within your same area code), and then the telephone number.  

When calling an “800” (toll free) number, always dial “9” then 1-800.  DO NOT MAKE “900” calls on university telephones.

MAIL

The use of the university mail service, school stationery, envelopes, labels, etc., is restricted to official university-related business.

University business includes a reasonable amount of correspondence by the faculty related to professional research, professional development and creative activities as required by the university as a part of a faculty member’s professional expectations.  School of Music stationery is made available for faculty members only.  
FED EX POLICY
The SoM FedEx account is for official university related business only.  To send documents or items via FedEx:

1. Contact the SoM main office with information about the package you are sending. Include the address you are sending it to and the purpose for which you are using FedEx. If the purpose is related to your teaching or governance, SoM will pay for it. If the purpose is related to your research, your SEF (Scholarship Enhancement Funds), if you have any, will be charged. If you do not have SEF, the Director and office manager will determine if other funds are available to cover the costs.

2. Office staff will create a FedEx mailing slip online and confirm that the address you are mailing to is complete and correct. You can then bring your package to the main office.  Staff will attach the mailing label and deliver the package to the nearest FedEx drop box or arrange for FedEx pick-up.

PROCEDURE for using the SoM FedEx account:

1) Request a FedEx mailing slip and envelope from Penny.

2) After completing the FedEx mailing slip, give the package slip and package to Penny for processing.  Write on the mailing slip contents of your package, e.g., research related to your Scholarship Enhancement Funds or School Business.  This is a VERY IMPORTANT step.  

3) SoM staff will call FedEx for pickup.
Note:  If the package is related to your Scholarship Enhancement Fund research related activities, your individual faculty award will be charged. 

TIME STAMP

Please stamp all documents submitted to the SoM Office with the date and time.  The Time stamp is located in MUB 130 in the supply room next to the printer.

RESERVING THE CONFERENCE ROOM (MUB 106b)

To reserve this room, see Chuck Pickeral.

SOM OFFICE HOURS

8:00 AM – 5:00 PM Weekdays

KEYS

Faculty and Graduate Students will be issued keys to the appropriate SoM facilities.  

Trent Weller issues all keys for all student and faculty needs. 

YOU must return all keys to the SoM Office when you leave UF.  DO NOT give your keys to someone else, trade keys or ask someone to turn in a key in for you.  

Additional Guidelines for Graduate Students:

Graduate students eligible to receive keys are:

· Graduate teaching assistants

· Graduate assistants
All university keys must be returned to Trent Weller when students change assignments or graduate.

Do not accept or give keys to other students.  Students are responsible for all keys checked out to them.  If students attempt to turn in a key that was not checked out to them, it will not be accepted.  

If a student does not turn in a key that was checked out to him/her, a hold will be placed on his/her record until the key is returned.

Doors with Key Pads
Trent Weller will distribute access codes for rooms with keypad entry.

USE OF STUDENT LAB and EQUIPMENT FEES

Policies and Procedures:

Please be aware that there is a period of time, usually about three weeks, between the beginning of each semester and the time student lab fees are made available to the SoM.  Instructors will need to keep this in mind when planning course projects and activities.

1. Each instructor is required to submit a Requisition Form (Orange form available in the SoM Office) indicating the supplies to be purchased and the vendor information.  Also these purchases will be “tracked” to a specific course and area and that course should be indicated on the Requisition Form.  Please provide all the requested information on the form.  Failure to provide adequate information delays the purchase.

2. Each Requisition Form shall be reviewed and approved by the Director.  

3. Upon approval of the purchase request, the Office Assistant will generate the purchase.

4. When the supplies have arrived the Office Assistant will attempt to let the faculty member know that the order has arrived and that it is ready to be picked up in the Art Office.  

5. The instructor should not attempt to pick-up any supplies until the Office Assistant has reconciled the order for invoice payment processing. 
POLICIES CONCERNING SOM FACILITIES AND EQUIPMENT

· Faculty and staff who wish to have repairs or maintenance work (beyond the daily cleaning) performed on equipment or the facilities in their area shall make a request to Trent Weller.  Please send an email or memo outlining the specific work that needs to be accomplished.  Faculty and staff must not call or submit work requests directly to the Physical Plant Division (PPD). 

· University and School of Music equipment, classrooms, and any other university property are for employees and current students. Friends and former students are not permitted to borrow or otherwise use university property.  Students are not allowed to take home any university and SoM  property.  

· The use of faculty and staff offices, telephones and other equipment is restricted to faculty and staff and should not be used by students.

· Requests for purchase of equipment or property not eligible under the lab or equipment fee guidelines must be made to the director, with a copy to the Office Manager (George Trucano) via email or memo. 

· The College of Fine Arts provides each full-time tenure track faculty member with a computer to accomplish the duties and responsibilities of teaching and service to the university and the school.  This equipment is to be located in individual faculty offices and is not to be taken off campus.  

· Florida Law stipulates that equipment and property purchased with University funds of all types, donated to the University or leased by the University is the property of the University of Florida unless specified otherwise in the acquisition agreement.  Property costing more than $1,000 will have a University decal and will be included in regular inventory.  This equipment may be used at home or in studios with the Director’s written approval in writing (forms available in SoM Office), but it belongs to UF and must be returned if the faculty member leaves the university.

· All crimes must be officially reported to the Director and the University Police, 392-5447 (non-emergency).  Lost or stolen UF property or equipment must be reported to the Director and the University Police, 392-5447.

IN CASE OF EMERGENCY
If you have notice of any type of crime:  All crimes must be officially reported to the Director and the University Police, 392-5447 (non-emergency).

If an employee of the university is injured on the job and it is an emergency (generally defined as severe bleeding or head injuries) proceed directly to the nearest hospital or clinic and then call the workers’ compensation office as soon as you or a friend, relative or co-worker is able.

If an employee of the university is injured on the job and it is not an emergency, call the workers’ compensation office immediately (392-4940).  They will complete a First Report of Injury with you over the phone.  IMPORTANT NOTE: Workers’ compensation benefits cover only services performed by certain doctors.  Call the workers’ compensation office to find out which doctors to visit regarding a work related injury.  DO NOT go to your local doctor without calling the workers’ compensation office first.  

If a student is injured on university property the student should seek assistance through his/her own health care plan.  If a visitor is injured on university property call the Environmental Health and Safety office as soon as possible at 392-1591.
IMPORTANT EMERGENCY PHONE NUMBERS and ADDRESSES

University Police EMERGENCY……392-1111

University Police Non-Emergency…..392-5447

Worker’s Compensation Office:……..392-4940

Environmental Health and Safety……392-1591

HOSPITALS


Shands at AGH………………372-4321



801 SW 2nd Ave.

N. Florida Regional Med. Cntr.333-4000



State Rd. 26 at I-75

Shands at UF………………….265-0111



1600 SW Archer Road

EMERGENCY CLINICS


UF Infirmary………………………...392-1161



Located in Ben Hill Griffin Stadium on the east side across

from the Florida Pool.  http://shcc.ufl.edu/cpr/location.htm

Immediate Care Center………………333-4700



Newberry Rd. & 57th Street


First Care of Gainesville…………….373-2340



4881 NW 8th Avenue

UNIVERSITY OF FLORIDA POLICY STATEMENT ON ALCOHOL AND OTHER DRUGS

The University of Florida is committed to providing on and off-campus environments free of the abuse of alcohol and illegal use of alcohol and other drugs.  The following summary of the University's policies concerning the use of alcohol and other drugs is provided to you in response to the Drug-Free Schools and Communities Act and Amendments of 1989.

The unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance or the unlawful possession and use of alcohol is prohibited in and on property owned or controlled by the University of Florida or any other UF facility.   No employee or student is to report to work, class, or any University activities (on or off-campus) while under the influence of illegal drugs or alcohol.

The use of alcoholic beverages by members of the University of Florida community is at all times subject to the alcoholic beverage laws of the state of Florida, city of Gainesville, County of Alachua, or other applicable local regulations and the University Alcohol Policy, Rule 6C1-2.019, Florida Administrative Code.

The possession and use of controlled drugs by members of the University of Florida community must at all times be in accordance with the provisions of Florida law, the rules of the Board of Governors, and the rules of the University of Florida.  Under Florida law, no person may possess substances regulated under the provisions of Chapter 893, Florida Statutes (controlled substances and "designer drugs"), unless dispensed and used pursuant to prescription or otherwise authorized by law.  Sale and delivery of such substances are prohibited unless authorized by law.

Under Statute 562.11, selling, giving, or serving alcoholic beverages to persons under age 21 or to permit a person under 21 years of age to consume said beverages is unlawful.  It is also unlawful to misrepresent or misstate his or her age or any other person for the purpose of inducing any licensee or his agents or employees to sell, give, serve, or deliver any alcoholic beverages to a person less than 21 years of age.

Violation of the policies and laws described above is grounds for disciplinary action up to and including termination or expulsion in accordance with applicable University of Florida and Board of Governors rules.  Disciplinary action against a student or employee by the University does not preclude the possibility of criminal charges against that individual.  The filing of criminal charges similarly does not preclude action by the University of Florida.

See http://www.ufsa.ufl.edu/OVP/publications.htm for the Drug-Free School & Workplace Statement.

FACULTY TRAVEL POLICIES

The following guidelines are intended to assist all members of the School of Music faculty to further their own professional development in the areas of teaching, research and other creative activity, and service, as well as to enhance the academic programs of the University of Florida.

These policies are provided to assist the faculty in understanding the various criteria considered by the director in making decisions in regard to funding for faculty travel.  It is the responsibility of the Director to award the travel funds.  It is the responsibility of the Office Assistant to manage the budget of the travel fund awards. 

FUNDING FOR FACULTY TRAVEL
General Approach to Funding

It is in the mutual interest of the individual and the school for faculty members to take part in scholarly/creative research activities.

Every effort is made to provide some support at least once each year for any faculty member who proposes travel that meets these guidelines.  Funds are limited and it is usually not possible to provide full support.

These funding guidelines do not relate to travel for recruitment of students and faculty, student teacher supervision, or to represent the University in other ways.  Separate funds may be available for these activities through request to SoM Director.

Procedures

All faculty who request funding in a given year must submit the completed Travel Funding Request Form to the SoM Office no later than the end of the first week in September.  Forms are available in the SoM Office.  
Requests for the academic year will be reviewed and allocated by the Director.  Decisions on funding will normally be made in the beginning of the fall semester.

Faculty members who do not receive full funding may seek assistance from other sources.  This must be coordinated with the Director.  It is suggested that faculty members keep all records, as non-funded travel expenses may be eligible as tax deductions.  

Some travel funds expire on June 30, while other funds expire December 31.  Be very vigilant about when your funds expire.  You will need to work with the Office Staff Member, June Hall, to submit your receipts for reimbursement BEFORE your funds expire.  

Authorization

A SoM Travel Authorization Request Worksheet (see teal color TAR form) must be completed and filed with the School’s Office Assistant in advance of any travel, funded or non-funded.  In addition to facilitating payment, these forms are required for insurance purposes, and may also be helpful to faculty with respect to tax deductions.

The TAR Worksheet should be generated at least four (4) weeks prior to traveling.  If airfare is included in your funding allocation you can coordinate with the SoM Office Staff Member to purchase your ticket prior to the trip.  This will reduce your “out-of-pocket” expenses.  Hotel and per diem expenses will be filed after completion of the trip.  

Reimbursement

All original receipts should be submitted to June Hall within 5 days after returning to Gainesville.  You will not be reimbursed without original receipts and actual Boarding Passes (for airfare).  KEEP EVERYTHING!!

Remember:  It is for your own protection that these forms be signed and submitted well in advance of the trip to properly activate insurance coverage and to ensure the travel is justified to the satisfaction of the comptroller.

STATEMENT OF PREFERRED TRAVEL AGENCY SERVICES AND

TRAVEL SERVICES CONTRACT POLICY AND PROCEDURES

(Revised 07/1/2006)

Change in Travel Agency Contracts (per 04/19/2002 Memo from University Controller)

It is our understanding that most of the travel agencies are now charging approximately $30.00 for each airline ticket due to recent changes in the airline industry resulting in the elimination of travel agency commissions.  Therefore, the University of Florida has chosen to modify its contract with the local travel agencies.  However, all departments are free to work with the travel agencies of the traveler’s choice.  Travelers should take the additional charges into account when making travel decisions and requesting services through travel agencies if they choose to use the services of any travel agency. 
Effective immediately, UF business travelers are encouraged to make airline ticket purchases direct via the Internet using their personal credit card OR contact Marisa Gates (392-273-3049) and she will purchase it with her purchasing card.  Direct purchases from airlines and some travel agencies via the Internet on Marisa’s purchasing card will reduce “out-of-pocket” expenses for the traveler. It is best for you to call World Class Travel (UF’s travel agency) at 352-317-3100 and work out your needs with them and have them hold the reservations for as long as they will.  You should then email Marisa the name of the person you spoke with and tell her your reservations are set and that she needs to call them to buy the tickets on her P-card.  
Contract Vendor for Vehicle Rentals:  AVIS or Enterprise Rent-A-Car

If you do not use AVIS or Enterprise for any reason, you must submit a signed letter of justification to June Hall with your original rental car receipt along with all other applicable receipts for reimbursements. 

FACULTY TIME AWAY FROM CAMPUS

Faculty who will be away and will miss classes or work shall notify the director via email.  Please indicate the nature of the absence, dates, the classes that will be missed and the preparations made for covering these classes.

The instruction of our students is the first priority in all considerations of professional time and energy when school is in session.  However, reasonable amounts of time away from campus may be approved under the following guidelines:

· All requests to be away from campus during regular instructional time should be made in writing to the School Director at least ten working days in advance.

· Requests should specify if any class time will be missed and, if so, what arrangements for class coverage have been made.

· In the event of an absence due to illness, the Director should be contacted ASAP via any method possible.  When a faculty member returns to work, he/she must complete a leave slip as stated above.

STUDENT TRAVEL

1.
All formal school trips must be approved in advance through the School Director and in accordance with the College of Fine Arts guidelines.

2.
University guidelines require that students MUST complete Travel Authorization forms (available in the SoM Office) prior to any travel.  In Spring of 1997, the College of Fine Arts revised its requirements for student travel.  A copy of these requirements can be found in the section below. 

3.
Faculty members supervising student travel must submit a list of the student travelers to the SoM Office staff and Director, no later than one week in advance of the trip.  An on-site emergency contact number must be listed on the “Next of Kin” form. 

4.
Trips involving students cannot be scheduled during the last week of classes of any semester, or during the week of final exams.

COLLEGE OF FINE ARTS, UNIVERSITY OF FLORIDA

STUDENT TRAVEL TO UNIVERSITY SPONSORED EVENTS

All trips to related academic courses and/or UF student organizations involving faculty and students will be considered University sponsored.  Therefore, there are policies, rules and regulations that govern all travel and the participation by students in these events.

To School Directors, Faculty Members, and Others in Charge of Planning Off-Campus Trips:

A.  PLANNING AN OFF-CAMPUS INDIVIDUAL OR CLASS TRIP(S)

The School Director must approve all travel plans for trips involving students before travel plans are made.

1.  Notify the School Director as soon as you begin planning a trip, giving the

  a. name of the event(s)

  b. place (city, state, country)

  c. inclusive dates of the travel to and from, plus number of days at the event

  d. class, organization, or group that will travel

  e. a complete list of travelers' names, social security numbers, local addresses and phone numbers

2.  The Director should have this information at least four weeks before the planned trip.  (If all information on all travelers [including students, faculty, chaperones] is not complete at this time, list the approximate number that will attend, and present the information in number 1.e. above to Director as soon as total number is known, but not later than three working days before the scheduled departure time).

3.  All those who plan to go on the trip(s) must sign the "Waiver of Liability and Hold Harmless Agreement" (See June Hall for Trip Packets) before the departure date, but no later than three working days before the scheduled departure.  

4.  If a student(s) under the age of 18 will participate in the trip, both parents or if divorced, the legal guardian, of the minor student participating in the trip must sign (as well as the minor student) the "Waiver of Liability and Hold Harmless Agreement" (Trip Packets are available in SoM Office).

5.  Those planning College of Fine Arts sponsored trips will include the following safety precautions: provide appropriate supervision; use well-maintained vehicles; provide competent drivers; and prohibit consumption of alcoholic beverages and use of illegal drugs and provide an on-site phone number or cell phone in case of emergency.

*Field Trip:  a group excursion sponsored by a University chartered organization, or academic college, school or course for the purpose of firsthand observation, presentation or participation, as to a museum, historical place, and other institutions and sites.

B.  MODE OF TRANSPORTATION

The School Director must approve the mode of transportation for all approved trips.  The UF General Counsel has provided the following guidelines for travel when students are included.  Please make sure these instructions are followed.

1.  If the University (College, School, chartered organization) either provides transportation or undertakes the supervision or approval of the student's transportation arrangement, it may be liable for injuries sustained while in route.  In all travel arrangements the “Waiver of Liability and Hold Harmless Agreement” must be signed by each traveler before the departure date.  (Forms available in the SoM Office)

2.  The University is not liable for the safety of students while in independent transit to and from College events.  Thus, when students drive their own vehicles and the University exercises no control or supervision over the actual transportation, no liability arises.  However, a Waiver of Liability and Hold Harmless Agreement” must be signed by each traveler before the departure date.

3.  Although the University (College) is not required to transport students to and from College sponsored events, when it does so, it assumes a duty to act with reasonable care in providing safe transportation for those students.  This is not to say that the University would be liable for any injury sustained while students are traveling in vehicles owned or rented by the University (College), but the University will be liable for injuries occasioned by the negligence of the University or its agents.

4.  All transportation for large groups and long distance travel (out-of-state) should be provided by chartered bus or large vans (15 passengers, including the driver), and commercial airlines.  All individuals who drive a “passenger vehicle,” defined as a vehicle designed to transport more than 15 persons, must have a passenger endorsement. To obtain a passenger endorsement, an individual must have a valid commercial driver’s license.  The scope of this rule includes an individual who transports postsecondary students in connection with school activities.

5.  If traveling long distances in non-chartered vans or other passenger vehicles, be sure that frequent rest stops are planned, and that one driver does not drive the entire trip without breaks.

6.  If a trip, as part of an academic course, is absolutely required for every student in the class, that is, no other option is available, extra special precautions must be taken.  Please inform the Director in these cases.  Depending on the mode of transportation and distance in travel, we may need to involve the UF General Counsel for guidance on liability issues and other concerns relevant to a proposed trip.

C.  DEPARTURE AND TRAVEL

Be sure the following guidelines are addressed before and during the travel event(s).

1.  Before departure, but at least several working days before the scheduled departure date, call a meeting of all travelers, talk about safety precautions and acceptable behavior, present copies of UF Student Conduct Code, have them sign the "Waiver of Liability and Hold Harmless Agreement" and that they have read and received a copy of the UF Student Conduct Code.  Talk about procedures that will be followed by everyone while traveling to and from the event(s) and during the event(s).

2.  If supervisor (director) will not see the total group of students together within a 24 hour period, he/she must schedule a meeting with the total group within each 24-hour period or a check may be done by team leaders, with team leaders notifying the trip supervisor (director) in charge.
3.  If when traveling by bus and a rest stop or meal break is given, be sure students know what time the bus will depart.  Do not leave students stranded.  In order to avoid this possible situation, it is recommended that the group be assigned to teams and a responsible team leader (either chaperone, GA, or older student) be assigned to each team to check if the students are back to the bus at the appointed time.  A roll call must be conducted for each break.

4.  Before departure, a list of everyone (students, faculty members, chaperones) going on the trip must be given to the director of the school (if director is going, the list should be given to the Dean).  The list must include the name(s) and telephone number of the next of kin in case of an accident or other emergency so notification may be made in a timely way.  Use the official form provided for this information.  These forms are available in the SoM Office.

The Florida Legislature recently passed CS for SB 1754.  Section 15.182, Florida Statutes, is created to read: 15.182 International travel by state-funded SoM, cultural, or artistic organizations; notification to Department of State.

  1)  If an organization that receives state funding is traveling internationally for a presentation, performance, or other significant public viewing, including an organization associated with a college or university, such organization shall notify the Department of State of its intention to travel, together with the date, time, and location of each appearance.  It is the desire of the Legislature that such cultural exchange be coordinated with the state's economic development goals.  The Secretary of State shall notify Enterprise Florida, Inc., of the intended travel schedule of all such organizations, including, but not limited to, symphonies, orchestras, dance troops, bands, choirs, choral groups, drama troops, SoM performing groups, traveling exhibitions sponsored by museums, and performance artists.

  2)  The Department of State, in conjunction with Enterprise Florida, Inc., shall act as an intermediary between performing SoM cultural, and artistic organizations and Florida businesses to encourage and coordinate joint undertakings.  Such coordination may include, but is not limited to, encouraging business and industry to sponsor cultural events, assistance with travel of such organizations, and coordinates travel schedules of cultural performance groups and international trade missions.

  3) An organization shall provide the notification to the Department of State required by this section at least 30 days prior to the date the international travel is to commence or, when an intention to travel internationally is not formed at least 30 days in advance of the date the travel is to commence, as soon as feasible after forming such travel intention.  The Department of State shall take an active role in informing such groups of the responsibility to notify the school of travel intentions.

Forms are available in SoM Office.
RESEARCH POLICIES AND OPPORTUNITIES
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	David R. Colburn, Provost and Vice President for Academic Affairs: 

The following is a brief overview of outside activities and conflict of interest responsibilities. For further information and all applicable forms, please refer to the guidelines available at http://rgp.ufl.edu/research/outside_activities.html 

OUTSIDE ACTIVITIES, FINANCIAL INTERESTS AND CONFLICT OF INTEREST 
Members of the University community may engage in outside employment, consulting, and other similar activities in addition to their employment with the University as long as such activities do not conflict with their duties and responsibilities to the University and are allowed under state law and University policies. It is recognized that these activities may further the dissemination and use of the knowledge and expertise developed at the University and may also advance the professional competence and reputation of employees. Thus, participation in non-university activities often serves the mission of the University in addition to benefiting the individuals involved. On the other hand, such activities and financial interests of the employees are of concern to the University and may be disallowed if they result in conflicts with the employee's duties, responsibilities, and obligations to the institution. All members of the University community should be familiar with and adhere to the laws and rules concerning these activities.

Faculty, A&P, USPS, and OPS employees may accept additional employment/activities outside of the University of Florida as long as the activity is allowed under applicable law and rules and appropriate supervisory approval is secured before accepting the employment. This requirement of approval is not meant to be intrusive, but rather it is designed to identify potential and actual conflicts of interest.

Responsibilities of Employees - Employees wishing to engage in activities outside the University have an obligation to disclose and receive approval prior to engaging in these activities and to assure that such activities do not infringe upon responsibilities and obligations to the University. It is each employee's responsibility to comply with the rules and laws concerning outside activities and financial interests. 

* An employee is responsible for notifying the University administration of all relevant information concerning the proposed activity (or financial interest) prior to engaging in the activity and for following the applicable law and policies relating to such activities. If the employee has any questions about a potential conflict or interference with his or her duties or obligations, the activity (or financial interest) should be discussed with the employee's chair or immediate supervisor prior to being forwarded to the dean or director for final action.

* An employee is responsible for reporting an honorarium or fees in excess of the actual expenses required for attendance if the activity is part of the employee's assigned duties. Generally, such fees or honoraria cannot be accepted from non-governmental entities.

* An employee engaging in outside activities must take reasonable precautions to ensure that the outside employer or other recipient of services understands that he or she is engaging in the activities as an individual and not on behalf of the University. An employee may not use the University's resources, including its name or addresses, without express written approval from an administrator designated by the President to approve such use.

* If an employee plans to use University equipment, facilities, or the services of other personnel in connection with the activity, the request for permission must be submitted in writing to the administrator responsible for the academic unit or facility on the Request to Use University Equipment, Facilities and Services in Conjunction with Non- University Outside Activity. The administrator is responsible for establishing the charges for use of the equipment, facilities, or services if such use is allowed. In general, the use of personnel shall be disallowed.

Responsibilities of Administrators - Deans, directors, department chairs, and other supervisors are responsible for: 1) informing and educating employees in the unit about the University's policy on disclosure of outside activities and financial interests, and 2) ascertaining that an employee's University responsibilities are not being abrogated by the activity after it has been disclosed. The President has delegated to the deans and directors overall responsibility for implementing the policies on outside activities and financial interests.

* The hiring administrator is responsible for providing new employees with the information regarding outside activities and conflict of interest. For faculty it should be included in the letter of offer of employment and is stated on the annual contract with a sign-off requirement.

* The dean or director and the department chair or other supervisor are responsible for reviewing the disclosure and notifying the employee whether or not the activity may be conducted. If not, the reasons for not allowing the activity must be provided. If the activity is allowed with conditions, the administrator shall state the conditions under which the activity may be pursued.

* The dean or director and the department chair or other supervisor should advise the employee that authorization by Research and Graduate Education is necessary if the activity involves waiving any rights to intellectual property.

* The department chair or other supervisor is responsible for establishing and advising the employee of the charges he or she must pay if using University equipment, facilities, and/or services. The department chair or other supervisor assures that such use is appropriate.

* The department chair or other supervisor is responsible for informing the employee that the University requires that an approved Disclosure of Outside Activities and Financial Interests form be attached to each applicable Requisition to Purchase from an enterprise in which an employee has material financial or managerial interest. If there is a requisition prepared to purchase from an enterprise in which an employee has a material interest, the employee with the interest cannot approve the requisition. If the purchase is allowed under state law, the approval of the employee's supervisor will be required when an outside interest exists regardless of whether the proposed purchases fall under the sole source, emergency, or special purchasing categories.

* Deans and directors are responsible for the distribution of all completed Disclosure of Outside Activities and Financial Interests forms.

Notification and Disclosure Procedures - The disclosure of outside activities and financial interests are to be reported on the University's form titled Disclosure of Outside Activities and Financial Interests, which is to be reviewed by the chair or supervisor and then forwarded to the dean or director as necessary for authorization. This form should be completed and filed prior to such time as the outside activity or financial interest begins and at the beginning of each contractual year of employment. If a material change in the information presented occurs during the contractual year, a new form must be submitted.

* The approval process for faculty (including OPS faculty) and A&P employees begins with their completion of the disclosure forms.

* USPS and other OPS employees need verbal approval from their supervisors before accepting outside employment. The outside activity forms are required of USPS employees only if the activities or financial interests concern an entity which does business with the university, the employee wishes to be a candidate for public office, or the disclosure is required pursuant to federal grant requirements. As to any activities and financial interests of USPS and non-faculty OPS employees, departments should keep documentation as to the disclosures of the outside activities and their allowance or disallowance.

* Before using University equipment, facilities, or services in connection with outside employment/activity, an employee must complete the Request to Use University Equipment, Facilities and Services in Conjunction with Non- University Outside Activity form and secure all required approvals.

* All paperwork associated with continuing outside employment/activity must be renewed on a fiscal-year basis. 

Federal Grant Requirements - Federal regulations require reporting of certain outside activities and financial interests by faculty members and other employees when engaged in certain federally-sponsored projects. For further information, please refer to Federal Reporting Requirements relating to Sponsored Projects in the "University of Florida Guidelines, Policies, and Procedures on Conflict of Interest." 

ADDITIONAL STATE COMPENSATION 

An employee who wishes to engage in additional or outside employment by the University or another agency of the State of Florida, including another institution in the State University System, must submit a Request for Approval of Additional State Compensation to the appropriate administrative officials and obtain approval prior to engaging in such activity. This form also must be completed and approved when combined employment exceeds 1.0 FTE or when an employee receives payment from "salaries" and "OPS" funds simultaneously. No Disclosure of Outside Activities and Financial Interests need be filed for the activity as the completion of the Request for Approval of Additional State Compensation form fulfills the employee's obligation to report. An exception to this procedure is employment by the University Press of Florida (UPF). Approval of UPF employment is granted by the President or the President's designee, and such approval, which is submitted by the UPF to the Office of Academic Affairs, fulfills the employee's obligation to report such activity.

For faculty, policy questions should be directed to Academic Personnel at 392-1251. For A&P, USPS & non-faculty OPS employees, questions should be directed to any University Personnel Services satellite office. Questions regarding Extra State Compensation may be directed to Classification and Compensation at 392-1213. 




	


Forms are available in SoM Office

RESEARCH AND GRADUATE PROGRAMS
	Sponsored Research:  http://rgp.ufl.edu/rgp/support.html
Internal Support Programs 
Research and Graduate Programs (RGP) distributes all indirect costs back to the colleges after the allocation of certain central costs and the cost for supporting sponsored research. This return also includes the annual formula returns to investigators and units. In addition, RGP uses a combination of carry-forward funds and earnings from the UF Research Foundation to fund the following internal support programs: 

Special Matching Requests 

Funds are available for: (1) Matching contributions required on large instrumentation and facilities grants and (2) other matching required by the sponsor in their policy. Requests must be made through the department chairs and the college deans. The college and/or department forwarding such requests are expected to cost share with RGP in the funding. 

Research Opportunity Fund Incentive Seed (SUBJECT TO CHANGE)
       The Research and Graduate Programs (RGP) invites faculty proposals for the 2006 Research Opportunity Incentive Seed Fund, which provides funding for (1) New faculty-initiated, potentially large-scale, research programs that are interdisciplinary (and, where possible, intercollegiate) and that have the expectation and a reasonable plan for becoming permanent externally-funded programs within the University of Florida.; and (2) New research endeavors by new Assistant Professors who are with in the first two years of their UF appointment and who have no significant internal or external funding support. Deadline for proposals is usually in January.  Please review the proposal guidelines.

Support for Meetings, Workshops and Conferences 

Matching support generally up to a maximum of $3,000 is available to assist with the organizational expenses of national meetings sponsored by the University of Florida. In order to qualify for support, the meeting must be widely publicized and open to faculty, students and other UF personnel who would like to attend one or more sessions. There are special guidelines and forms. Requests may be submitted at any time. 

Fine Arts and Humanities Scholarship Enhancement Fund 

This fund was established by RGP in 1997 to stimulate new or existing creative/research activity in the humanities and fine arts at the University of Florida. Approximately 40 awards will be supported annually. The maximum award request is $10,000, with the average award expected to be less. Eligible applicants are UF ranked faculty working on projects in the humanities or fine arts. The humanities awards process is handled by the College of Liberal Arts and Sciences. The fine arts competition is managed by the College of Fine Arts. Faculty in those areas should contact the appropriate Dean's Office for application information. The deadline for proposals is generally in mid-November annually. (See ATTACHMENT 10)

Graduate Student Travel Funds 

Highest priority will be given to doctoral level students and students in other terminal degree programs who are invited to give major talks, are in their final year of their programs and are presenting work at a national meeting, or have a unique research or collaborative opportunity at an off-site location. These one-time awards are limited to $300 per trip and require a dollar for dollar match from the college and/or department. There are special guidelines and forms. Requests should be submitted a minimum of one month in advance of the desired travel date. 

Grinter Fellowships 

These prestigious fellowships which honor Dr. Linton E. Grinter - long-time dean of the UF Graduate School and champion of quality graduate programs, faculty and students - are used by UF colleges to recruit the highest quality graduate students to the University of Florida. RGP provides $630,000 annually to fund Grinter Fellows in the College of Liberal Arts and Sciences, the Health Science Center colleges and the Colleges of Architecture, Business Administration, Education, Fine Arts, Health and Human Performance, and Journalism and Communications. 

Named Presidential Fellows 

The Graduate School awards fellowships named in honor of former University of Florida presidents; the candidates are expected to be among the strongest prospective students in their respective colleges. The fellowship represents a four-year commitment to the student (assuming satisfactory progress toward the degree). First and fourth years are funded by the Graduate School (including tuition waiver); second and third years are funded by the department/college. Recipients are selected by their colleges. 
UF Research Foundation Awards 

Five percent of the unrestricted funds in the University of Florida Research Foundation will be used annually to stimulate and reward research efforts. Two programs are available: 

1. Research Foundation Professorships 

· Thirty new awards annually will recognize faculty research contributions and provide incentives for continued excellence in research. Each Professorship will be awarded for a three-year period and includes a $5,000 annual salary supplement and a $3,000 research grant. Associate and Full Professors who are tenured and who have been on the UF faculty for at least five years are eligible to be nominated by their department chairs. Recipients of the Professorship will be selected by their colleges. 

2. Matching Funds for New Training Grants 

· To aid faculty in their efforts to secure more training grants for graduate education, RGP will provide an institutional match (usually in the form of an additional stipend and tuition payment) and a letter of support for all NEW training grants that are submitted to external agencies. Matches from colleges will be considered in determining the level of support from RGP. 




COPYRIGHT POLICY

All faculty, staff, and students of the University of Florida are required and expected to obey the laws and legal agreements governing software use.  Failure to do so can lead to monetary damages and/or criminal penalties for the individual violator.  Because such violations are also against University policies and rules, disciplinary action will be taken as appropriate.

http://pirate.ifas.ufl.edu

