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DEPARTMENT MISSION

Family and Consumer Sciences is a close-knit department centered on student success. Our diverse programs blend science with the art of everyday living, focusing on innovation, sustainability, and social responsibility from a global perspective. Our graduates are well-prepared for careers that improve the quality of life for individuals, families, and communities. Through education, research, internships, and practical experience, we create future leaders who make lasting and positive impacts. 

DEPARTMENT PERSONNEL POLICIES AND PROCEDURES

This document adds to the CEPS Faculty Performance Standards and Professional Record Guidelines approved in June 2022 and the 2023-2027 CWU Collective Bargaining Agreement (CBA). The policies and procedures for reappointment, tenure, promotion (RTP) and post-tenure review (Post-TR) are outlined in Article 22, and the policies and procedures for non-tenure-track review are outlined in Article 10 of the Collective Bargaining Agreement (CBA). Included is information on the criteria, evaluation cycles, eligibility, personnel committee composition, and the general procedures.

This document will be reviewed and revised, as necessary, at least every five years. 

Clarifications related to CEPS standards

Documentation

The FCS Department follows Appendix A in the CEPS standards for documentation in Faculty180. In addition, include in the “personal statement” section of Faculty180:
· Personal statement (see guidelines in CEPS standards)
· Current CV
· PDF of compiled teaching observations during review period

Teaching

Peer Teaching Observations: All faculty must have one peer observation per year over the review period. Faculty should utilize at least two different observers prior to being granted tenure. In Family and Consumer Sciences, reviewers should be chosen by not only rank but experience and skillset appropriate to the course under review. Full time non-tenure track faculty are eligible to review T/TT faculty. 

Reviews should be requested one month in advance, and should provide the course syllabus to the reviewer prior to the observation. Faculty must use department approved in-person or online rubric (see appendix). 

Reviews should include the completed rubric and a short summary of strengths, and areas for improvement. 

Following the review, it is the responsibility of the reviewer to provide the completed review document within one month of the observation.

Scholarship

Scholarship Activities. The FCS department recognizes the following scholarship activities in addition to those outlined in the CEPS handbook (Appendix C):

Category A Activities
· Peer-reviewed original apparel designs. Include letter of acceptance and/or conference program as evidence.
· Peer-reviewed Curatorial Exhibition conference articles and proceedings.
Category B Activities
· Invited presentations at state, national or international level conferences, events, and meetings. Include letter of invite and/or conference program as evidence.

Grants. The FCS Department identifies “large scale grants” as greater than or equal to $50,000 and “small scale grants” as less than $50,000.

Service 

Service to the FCS department may include:
· Member or chair of department personnel committee 
· Member or chair of ad-hoc or taskforce committees as determined by the department
· Complete three department peer reviews during a review period
· Member or chair of department search committees
· Advisor for established student club

Advising

Advising must be documented in Faculty180. This includes the number of students advised and academic level (for example undergraduate, graduate, post-baccalaureate, etc.). Advising activities and responsibilities must be included in the personal statement. 

Undergraduate advising. Each Spring quarter faculty will be provided a query of all advisees assigned to them from the FCS office. Upload the query in Faculty 180 for advising evidence for that year.

Graduate advising. Completed option approval forms should be uploaded to Faculty180 for each graduate student advised as evidence of committee membership.

FTNTT Annual Review Guidelines 

FTNTT faculty are reviewed at the end of their contract period. Faculty180 files should include:
· Syllabi for each course
· At least one teaching observation, following the guidelines in the FCS department standards
· Personal statement no longer than 7 pages summarizing accomplishments in teaching and other workload, as relevant per contract. The personal statement should include discussion of use of student and peer feedback in ensuring continuous improvement in teaching. See CEPS Standards Appendix B.
· Current CV, uploaded in the “Personal Statement” section of Faculty180
·  If other duties are assigned in contract (i.e., service, research, or program coordination), include evidence as recommended by CEPS evidence guidelines. 

Promotion to Senior Lecturer or Senior Lecturer Merit

The FCS Department will follow the “Recommended Department Standards for Promotion to Senior Lecturer Status or Senior Lecturer Merit” listed in the CEPS faculty standards (pp. 26-28). NTT faculty follow all FCS specific guidelines included in this document.

Clarifications related to the cba

CWU cba section 24.7.4(a) indicates all tenured and tenure-track faculty members in a candidate’s department may review and discuss the Professional Record of any and all departmental faculty involved in RTP and Post-TR and may enter into the file written, signed, comments based on approved departmental criteria. Any faculty member who submits a comment is expected to notify the candidate.

The FCS department requires that faculty comments on personnel files pertain to materials provided in the Faculty180 file and are within the scope of the review criteria outlined in the CEPS and FCS standards. Comments related to SEOIs need to be consistent with CWUP 5-90-040 (48) guidelines for use of SEOIs in evaluation of teaching.


DEPARTMENT POLICIES

Advising

Most full-time FCS faculty (T/TT and NTT) are expected to participate in student major/minor advising for their program. Advising is not only the responsibility of program coordinators, per the cba (section 1.1.5), advising is considered part of the typical faculty workload. Faculty members with exceptionally heavy advising loads may negotiate additional WL for advising with the department chair and Dean. 

Program Coordinator

A specific faculty member is assigned to each program in the FCS Department to serve as coordinator for that program.  The program coordinator is the primary contact for that particular program and site and is responsible for managing the program. Per the CEPS handbook (Section 5.3), the workload units to fulfill the minimum duties required by a program coordinator for a degree program is 3 WLUs or lower, with a potential range from 1-6 WLUs per academic year.  Additional release can be negotiated.

Minimum Program Coordinator duties are outlined in the CEPS Handbook (Section 5.4). In Family and Consumer Sciences, duties of Program Coordinators may include:
· Serve as the primary contact for the program
· Onboard new students to the program and assign faculty advisors
· Manage and coordinate curriculum in the program
· Seek or maintain appropriate accreditation.  Includes managing accreditation documents and accreditation visits
· Maintain industry contacts, including an advisory board
· Manage foundation funds for the program, if applicable
· Manage and document ongoing program and course assessment
· Manage and coordinate student advising for the program
· Manage and organize program scheduling
· Manage program-specific website
· Manage program-specific social media accounts 
· Supervise student ambassadors, if applicable
· Coordinate program events
· Engage in recruitment efforts for the program, including attending (or arranging for others to attend) CWU-sponsored recruitment events

Lab Workload

For every class taught in a lab (i.e., Food Lab, Wine Lab, Sewing Lab) and involving lab sessions (e.g., food is being handled, etc.), extra workload may be awarded to the instructor because the department does not employ lab technicians. Extra workload will be negotiated with the Chair and Dean. If the lab is being used solely as a lecture space, then no extra workload is necessary. 

Curriculum

Curriculum changes should be discussed among full-time program faculty and agreed upon before moving forward in the approval process. In cases where curriculum changes impact other programs, affected program faculty should also be consulted. 

Proposal of new programs or degrees should be in consultation with the department faculty, Chair, and Dean.

In FCS, the Department Chair is not necessarily a subject-matter expert in all programs. Program coordinators are responsible for submitting proposals in Curriculog by the approved CWU curriculum deadlines. Once proposals are submitted, program coordinators should notify the Department Chair. 

FCS Department Personnel Committee (DPC)

Composition. Per the cba section 24.6.1, department personnel committees will be composed of tenured faculty and must include at least three (3) members. Voting committee members must be at or above the rank under consideration. 

In the case where fewer than three (3) department members are eligible to be on the committee, the committee will include appropriate faculty from another department. In the case where faculty from another department is needed the candidate may provide a list of five potential faculty members to choose from at the discretion of the personnel committee. 

The personnel committee, including any appropriate faculty from another department, will be elected by the tenured and tenure-track faculty within the department.

Election and Terms. The FCS department chair will solicit nominations from tenured faculty for any DPC vacancies for the next academic year during Spring quarter. The department chair will hold a confidential election during Spring quarter.

The chair of the DPC for the following academic year shall be elected by the current committee members at the beginning of each Fall quarter.

DPC members serve a two (2) year term.

Procedures. For applications of RTP or Post-TR, DPC Members are expected to review personnel files and provide feedback to the faculty under review at least one week prior to when the file locks in order to provide sufficient time for the faculty member to make amendments to their file.

For all reviews, all DCP members are expected to read the full file and make notes regarding the faculty members’ strengths and areas of growth specific to CEPS and FCS standards. The DPC chair will use all members’ feedback to draft the committee’s recommendation letter and will share it with the committee for revision at least one week prior to the due date. The DPC chair is responsible for submitting the committee letter to Faculty180 by the due date.

Amendment to Department or Personnel Policies
Amendments to these Department and Personnel Policies may be proposed by any member of the department. Adoption of any amendment shall require discussion amongst the faculty of the department as a whole. Following such discussion, adoption of the amendment shall be determined by a majority vote of the tenured, tenure-track, and senior lecturer members of the department. Suggested amendments will be collected, discussed and voted upon at the last department meeting of the academic year.
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