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Meeting Chairs CAS April 20 Announcements
CHAIRS 0607.  Enclosed you will find a list of Chairs for 0607.  Please let Jim know if anything on the sheet is incorrect.  We will assume everything is correct unless we hear from you A.SA.P.

Staff Evaluations: An addition to the description on the Chair’s PAQs: “The annual review process for staff/administrators is analogous to the annual review process for faculty in a number of ways: staff should create a self-evaluation, Chairs should have a candid mutual exchange with staff as they create their written evaluation, turning in an electronic copies to the Dean and signed hard copies to HR.  Chairs should follow the instruction Human Resources issues for such annual review to assure fairness of evaluation across the College -- and to assure that we are following applicable labor laws.  HR provides an Evaluations Form that both staff and Chairs can use for their evaluations.  By mutual agreement, staff and Chairs can each write a letter rather than use these forms – but the letters should cover the issues raised on the form to assure that staff evaluation is proceeding fairly across campus. If you have any questions about this process after consulting the HR website, see the Dean.”

WRITING HANDBOOK.  In this packet you will find the most recent edition of the Writing Handbook.  An electronic copy of your department’s chapter is forthcoming.  I have told Cinthia Gannett that she can presume that Chairs are the coordinators of the revision of the Departmental chapter – unless the Chair informs Cinthia that someone else in the Department will be the Departmental liaison.  The department chapters, revised or not, will be due by October 2006.  There will be workshops and discussion groups to discuss these revisions next fall.  

Diversity Requirement.  See two attachments on the Diversity Requirement – one is a chart of approved diversity courses (we are set for 0607 but need more for 0708) and the other is a sheet of some record keeping decisions that have been made (e.g., courses will be listed with the letter “d” – HS 101d.01.  It is crucial that diversity courses not be cancelled; if an instructor cannot teach a diversity course, please find another instructor who can teach the courses as a diversity course.  It is also crucial that we need more diversity courses: please make your departmental plans in this regard a part of your annual report.

PER COURSE AFFILIATE INCREASES.  Remember to remind your per course affiliate faculty that they are eligible for a modest $25 increase in their stipend after they have taught seven curses.  All they have to do is turn in to you a sort of “update” on their teaching since their last $25 increment (with the courses they have taught, the student evaluations, and whatever else you think is needed to evaluate them).  Chairs then write a supporting letter to me, offering a brief evaluation of the per course faculty member.  This letter and supporting materials (update, student evaluations) need to be to me no late than July 15 to take effect in the fall.  Each Chair can set her or his own deadline for single course faculty to give to Chairs their updates. 

FAQ “What is the relationship between the annual review and the mid-term review, or the review for tenure and promotion?” See answer attached.  If this is controversial or needs discussion, we will return to it in the fall. 

FINAL EXAMS.  I have attached the section of the Faculty Handbook on UG final examinations – along with the results of a 2004 survey of faculty, showing that less than two thirds of faculty use the final exam period.  It might be worth while spending some time next year with reports on “best practices” with final exams, as preparation for revising the Faculty Handbook to conform to our own best practices.  Let me know what you think. 
LOYOLA WORKSHOPS. There are available slots in both the Multicultural Curriculum Infusion Workshop (May 15 – 19) and the Teaching Portfolio (May 30 – June 2) Workshop.  Call Martha Wharton for further information at 2988..

OUTSIDE LOYOLA WORKSHOPS.  The 30th Annual Workshop Connecting Student Learning Outcomes to Teaching, Assessment, Curriculum. June 19 – 21 or 23 2006 at Alverno College Institute for Educational Outreach. Sss.alverno.edu/educators/week_long.html
Service Learning Course Releases.  Faculty have received information on how to receive approval for full-fledged service-learning courses; that information is on the Service Learning web site.  We are still putting in place a process for approving the course releases granted after teaching three service learning courses.  I suspect it will go something like this: Once a faculty member has taught the requisite three courses with the requisite enrollments, he or she will request of the Chair a course release in a particular semester in time for the Chair to take it into account in constructing the schedule. The Chair will analyze the request in the light of all the courses releases and leave requests in the Department and recommend the request, or specify the semester for which the course release is approved.   The Chair will inform the Dean of all approved requests; the Dean will monitor all such requests across the College.   We will discuss the more general issue of course releases as the first item on our agenda.

