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PREFACE

This document is intended to present the policies of Florida Institute of Technology as they apply to faculty
members and provide information about rights, responsibilities and forms of redress.

The constitutions of the academic faculty and Faculty Senate, and a brief account of the history and mission of the
university are included.

Chapter Two has been reserved for matters that are most pertinently contractual in nature.

This document is updated as needed. Updates will be made in conjunction with the president of the Faculty Senate
and announced to all faculty through the electronic faculty forum (FacForum). Each update has a unique revision
date and summary of substantive changes from the prior version. The previous version is posted on the university
Web site (www.fit.edu/faculty/hb).

Revision date: September 2009

1.5.1 Library Committee mission, composition and duties have been updated and approved by the Office of the Provost

1.5.5 Graduate Council composition has been updated in accordance with current information from the Office of Graduate Programs
Revision date: June 2009

Appendix II. College of Engineering Promotion Guidelines updated by COE College Council and approved by COE Faculty, 04/09.
Revision date: April 2009

2.5 Policy on Periods of Faculty Appointments: The Office of the Provost has updated the periods of faculty appointments at 3, 4 and 5
years for assistant, associate and full professors, respectively.

Revision date: February 2009

Appendix I. Promotion Dossier Format

Added relative weighting verbiage regarding teaching, research and service; ratio to be stated in department head nomination letter.

Revision date: August 2008

2.20.2 Updated Research Salary Supplements

Added Appendix VII-University College; made five recommendation letters default for promotion to full professor
Adjunct Professor to Adjunct Faculty and definition updated; deleted “Lecturer” as academic rank

Revision date: January 2, 2008
1.5.9 Added “University Research Council”

Revision date: August 2007
1.5.2 Added “Undergraduate” to Curriculum Committee

Throughout the document:
“institute” has been replaced where appropriate, with “university.”
College/school names and administrative titles have been updated
Language/style updated to follow the University Writing Guide (rev. 9/06)
Faculty Senate and other committee names have been updated as far as information was available
References to staff and employees have been removed
Links to existing policies residing on Web sites have been added where available

Revision date: 11-3-05
Substantive changes since last revision (10-5-05):
» changed sentences in Section “1.5.1 Library Committee”

from:

“The Library Committee shall be composed of eight faculty members and one member of the student body, all appointed by the Provost.
The faculty members will include two representatives each from the College of Engineering and the College of Science and one
representative each from the remaining colleges.”

to:

“The Library Committee shall be composed of nine faculty members and one member of the student body, all appointed by the Provost.
The faculty members will include two representatives each from the College of Engineering, the College of Psychology and Liberal Arts,
and the College of Science, and one representative each from the College of Aeronautics, the College of Business, and University
College.”
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CHAPTER 1.

1.0 History, Mission and Governance

1.1. History

Founded in 1958 as Brevard Engineering College by Dr. Jerome P. Keuper, Florida Institute of Technology initially
offered continuing education opportunities to scientists, engineers and technicians working at what is now NASA’s
John F. Kennedy Space Center. The new college grew quickly, paralleling the rapid development of America’s
space program. The college, dubbed by the media as the “night school for missile men,” gained international
attention, including a visit from legendary rocket scientist Werner von Braun.

In 1966, the college changed its name to Florida Institute of Technology to acknowledge its growing identity as a
scientific and technological university, the only such independent institution in the Southeast.

From the beginning, Florida Tech has been committed to excellence in graduate education. A 1962 New York Times
article described Brevard Engineering College as “the only space engineering college in the country ... Its graduate
course offers engineers the opportunity to obtain a master’s degree and keep up with the advancement taking place
daily at the Cape.”

At the time of the article, all of the college’s graduate students worked on America’s race to space during the day
and attended classes at night. Today, as the university has evolved, nearly 60 percent of on-campus graduate
students attend and do research full time.

The university moved to its current Melbourne campus in 1961, and construction began immediately on
administration and classroom buildings to augment existing buildings on the site. Before the decade’s end, the
university would break ground on its first million-dollar building, the Crawford Science Building. This decade, the
university has added nearly $50 million-worth of new facilities with the construction of the F.W. Olin buildings and
the Charles and Ruth Clemente Center for Sports and Recreation.

Since 1958, when 154 students signed up for the first Fall Semester, more than 47,800 degrees have been earned by
students at Florida Institute of Technology. As the institution advances and the alumni ranks multiply, the university
remains dedicated to developing concerned scientists, aviators, engineers and business leaders who will change the world.

The university is organized into five colleges: College of Aeronautics, Nathan M. Bisk College of Business, College
of Engineering, College of Psychology and Liberal Arts and College of Science.

The College of Engineering is composed of eight departments: chemical engineering, civil engineering, computer
sciences, electrical and computer engineering, engineering systems, mechanical and aerospace engineering, and
marine and environmental systems, and the School of Computing that houses the applied mathematics department,
which teaches all undergraduate mathematics courses.

The College of Science is composed of five degree granting departments: biological sciences, chemistry,
mathematical sciences, physics and space sciences, and science/mathematics education.

The College of Psychology and Liberal Arts is composed of the School of Psychology, Department of Humanities
and Communication and the military science program.

The College of Aeronautics is composed of academics on the main campus and flight programs and training at
Melbourne International Airport.

The Nathan M. Bisk College of Business offers degrees at the Melbourne campus, online, and off-campus through
the Extended Studies Division (ESD).

Interdisciplinary research at Florida Tech is made possible through five research institutes and several centers within
the university.
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Florida Tech is dedicated to academic excellence, whether learning is through classroom teaching, laboratory or
field experience, or applied research. The university’s goal is the development of concerned scientists, engineers,
and aviation and business professionals.

1.2 Mission
By Resolution of the board of trustees, the mission of the university is as follows.

Florida Institute of Technology is an independent technological university that provides quality education, furthers
knowledge through basic and applied research, and serves the diverse needs of our local, state, national and
international constituencies.

In support of this mission, we are committed to:

* An organizational culture that values and encourages intellectual curiosity, a sense of belonging and shared
purpose among faculty, students and staff, and pursuit of excellence in all endeavors;

¢ Recruiting and developing faculty who are internationally recognized as educators, scholars and researchers;
* Recognition as an effective, innovative, technology-focused educational and research institution;

* Recruiting and retaining a high-quality, highly selective and culturally diverse student body;

¢ Continued improvement in the quality of campus life for members of the university community;

¢ Providing personal and career growth opportunities for both traditional and nontraditional students and
members of the faculty and staff, including those who avail themselves of Florida Tech University Online;

*  Professional accreditation for all appropriate programs.
1.3 Governance

Florida Tech was granted a charter as a non-profit corporation by the State of Florida in December 1958. The
corporate charter established the university as an independent institution of higher learning with academic programs
leading to undergraduate and graduate degrees. The charter ensures the university will be coeducational in character
and that admission will be open to all qualified applicants regardless of race, gender, color, religion, creed, national
origin, ancestry, marital status, age, disability, sexual orientation, Vietnam-era veteran status, or any other
discrimination prohibited by law. Under the corporate charter, control of the university is vested in a self-
perpetuating board of trustees. Members of the board are selected on the basis of outstanding ability, integrity and
personal interest in the development and preservation of the university.

1.4 Constitution and Bylaws of the Academic Faculty and Faculty Senate

CONSTITUTION

Preamble

No less than its predecessors, the modern institution of higher learning is a guardian and interpreter of intellectual

tradition. It is on the competence, integrity and devotion of its faculty to professional ideals that the university must
depend for success.
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In order for the academic faculty to carry out the ideals and responsibilities set forth above; and

In order for the faculty to more fully and effectively serve the university by participating in the consideration of
academic policies and procedures; and

In order to facilitate participation and provide channels for faculty recommendations and suggestions to the
president of the university via the provost, so the president may have advice and assistance from faculty in matters
pertaining to the educational interests of the university; and

In order to allow the president via the provost to assign to faculty problems for investigation and report and to
receive from them their recommendations and reports on their initiatives; and

In order to maintain morale and augment understanding and cooperation between the faculty and administration.

The faculty of Florida Tech is organized as the academic faculty; its membership, functions and procedures, being
set forth in the following constitution and bylaws:

Article I: The Academic Faculty

Section 1: Membership

The academic faculty of Florida Tech shall consist of the university president, the university provost,
deans, the heads of departments, those members of the faculty holding rank of professor, research
professor, university professor, associate professor, associate research professor, assistant professor,
assistant research professor, instructor, librarians holding faculty rank, and such other members as may be
duly elected provided for in the bylaws.

Section 2: Functions

The functions of the academic faculty shall be to approve candidates for degrees; to refer to the Faculty
Senate’s executive committee such matters as may affect the welfare of its members and the academic
policies of the university for investigation and action; to receive reports from the Faculty Senate of its
actions; and to act on any other matters brought before it by the Faculty Senate.

Section 3: Officers

The officers of the academic faculty shall consist of a chair and a secretary. The provost shall serve as
chair, and he shall appoint the secretary and, when necessary, a presiding officer to serve in his/her
absence.

Section 4: Meetings

A meeting of the academic faculty shall be held at least once each year, during which meeting the chair of
each of the standing committees will deliver their reports. The Faculty Senate may request that the chair
call a special meeting of the academic faculty.
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Article II: The Faculty Senate

Section 1: Definition

The academic faculty shall elect from among its members an executive committee to be known as the
Faculty Senate.

Section 2: Membership

The Faculty Senate shall consist of those members elected by the faculty members of the academic units, as
provided for in the bylaws.

Section 3: Functions

The functions of the Faculty Senate shall be to consider policies affecting the academic activities of the
university, faculty, welfare, administration, scholarship, awarding of degrees and such other matters as may
maintain and promote the best interests of the university. The Faculty Senate shall recommend to the
provost the establishment of new policies or changes to existing policies and report its actions to the
academic faculty.

Section 4: Officers

The officers of the Faculty Senate shall consist of a president, president-elect and secretary elected by the
Faculty Senate from among its members. The election of officers shall be as provided for in the bylaws.

Section 5: Committees

The standing committees of the Faculty Senate shall be:
Executive Committee
Welfare Committee
Scholarship Committee
Faculty Excellence Committee
Academic Policies Committee
Administrative Policies Committee

Special committees of the Faculty Senate may be appointed by the Executive Committee.
The composition of the standing and special committees and the duties of the former shall be as provided
for in the bylaws.

Section 6: Meetings

The Faculty Senate shall hold one regular meeting each month during the months of September through
April at such times as specified in the bylaws.

Special meetings of the Faculty Senate may be called by the presiding officer at any time, including May,
June, July and August, provided a majority of the members of the executive committee or their
replacements, deem it necessary.
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Except for meetings of the executive committee, all meetings of the Faculty Senate shall be open to any
member of the faculty. Such visitors may be invited by a member of the executive committee to participate
in particular discussions.

Any member of the faculty may present any problem or suggestion to the Faculty Senate for its
consideration, provided the member notifies the senate president at least one week before the meeting at
which he/she would like to appear.

The Faculty Senate may go into executive session by approval of the members present.

Article III: Rules of Order
www.rulesonline.com/

The faculty and the Faculty Senate shall conduct all parliamentary procedure in accordance with Robert’s Rules of
Order.

The faculty may amend the constitution during any regularly scheduled meeting by a two-thirds’ majority vote of
the members present. A proposed amendment must be recommended by at least ten members of the faculty,
submitted to the Faculty Senate at their next regular meeting, and submitted with the recommendations of the
Faculty Senate to the members of the faculty in writing at least ten days before the next meeting at which action on
the amendment could then be taken.

An Amendment shall become effective when approved by the Academic Faculty.
BYLAWS
Article I: The Academic Faculty

Section 1: Membership

A petition for the election to membership in the academic faculty of any person who is not automatically a
member as prescribed in Article I, Section I, of the Constitution, must be submitted to the Faculty Senate
and referred by this body, with its recommendation, to the academic faculty for action at the next regular
meeting. Election to membership shall be by a simple majority vote of the members present.

Section 2: Quorum

A quorum for any meeting of the academic faculty shall be that number of members deemed necessary by
the presiding officer to transact any business.
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Article II: The Faculty Senate

Section 1: Membership

The members of the faculty, voting by academic unit for their individual representatives, shall elect
members of the Faculty Senate for a three-year term. Each academic unit shall have one member on the
Faculty Senate and an additional member for every ten full-time faculty.

The term academic unit throughout this section shall have the following meanings:

1) In the colleges, a department. For the purpose of senate apportionment, a program outside
any department shall be attached to a department within the same college.

2) Each school as a whole within a college.

3) The library.

The provost shall notify the head of each academic unit as to the total number of senate members to which
that academic unit is entitled for its first election. This original allocation shall continue for one year.
Thereafter, the president of the senate shall obtain the new allocation from the provost in February of each
calendar year. This new allocation shall be given to the head of each academic unit in time for the March
election and will control the number elected to the senate at that time. If one member is gained, one shall be
elected for three years, and one for two years, etc. If one member is lost in the new allocation, one less
member shall be elected to the senate at that election.

Elections shall be held in March of each year, terms of office to begin with adjournment of the April
meeting of the senate. The election of members to the senate shall be by secret ballot.

Vacancies created in the senate for any cause shall be filled for the unexpired term by supplementary
elections within the academic unit concerned as soon as the vacancy occurs.

Each academic unit is authorized to hold a special election for the purpose of selecting temporary
replacements for any senate member who will not be in residence for three or more consecutive months.

Any member of the academic faculty is eligible for membership on the senate.

Section 2: Officers

The officers of the senate shall be elected at the regular meeting held in April of each year.

Elections of officers shall be by a simple majority vote. In the case of the withdrawal of an officer other
than the president by resignation or other cause, the senate should elect a successor for the unexpired term

at the next regular meeting. In the case of the withdrawal of the president, the president-elect shall serve the
president’s unexpired term as well as the normal term as their president’s successor.
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The retiring officers shall serve at the April meeting, and the retiring president shall give the Faculty Senate
report at the annual meeting of the academic faculty. The incoming officers shall assume their respective
offices on adjournment of the April meeting.

Section 3: Meetings

The Faculty Senate shall hold its first regular monthly meeting on the first Tuesday in September and its
regular meetings thereafter at such times as designated by the Executive Committee.

Section 4: Quorum

Fifty-one percent of the elected members of the Faculty Senate shall constitute a quorum for the transaction
of all business.

Section 5: Committees

The chair and at least one voting member from each committee of the Faculty Senate shall be members of
that body, and all other members shall be from the faculty. The basic function of the committees shall be to
investigate and recommend changes in matters pertaining to the academic affairs of the university. They
may do this either on their own initiative or on instruction from the Faculty Senate. The faculty, provost or
the president of the university may ask through the Faculty Senate that the committee investigate and report
on any academic matter. It is not envisioned that these committees shall operate in any administrative
capacity; they will report only to the Faculty Senate.

The composition and duties of the standing committees of the Faculty Senate shall be as follows:

1) The Faculty Senate Executive Committee: The committee shall be composed of the
officers and chairs of the standing committees of the Faculty Senate and the immediate
past president. The committee shall be chaired by the president of the senate. This
committee coordinates the business to come before the senate.

2) Welfare Committee: The committee shall be concerned with policies that affect faculty
welfare and morale. This committee should make recommendations concerning fringe
benefits, tuition benefits, equity raises and other related matters.

3) Scholarship Committee: The committee shall be responsible for the administration and
financial aspects of the senate’s scholarship program. The committee shall determine the
number of scholarships and the departments to which scholarships will be awarded.

4) Faculty Excellence Committee: The committee shall be concerned with providing
opportunities that emphasize people and activities that significantly contribute to the
excellence of the university’s distinctive educational programs. Duties include providing
recommendations on the use of monies for professional development; recognizing
outstanding faculty in the areas of teaching, research and service; coordinating forums for
faculty discussion on educational issues; and disseminating information about effective

teaching.
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5)

6)

ORDER OF BUSINESS

Academic Policies Committee: The committee shall be concerned with all policies of an
academic nature that pertain to students, including recruitment, entrance requirements,
class attendance regulations, student counseling, and placement and academic
misconduct.

Administrative Policies Committee: The committee shall be concerned with policies that
relate to the employment conditions of the faculty and make recommendations relative to
such policies as qualifications for promotion, contract renewals, research, teaching loads,
extracurricular assignments, summer employment, absence, sabbatical leaves, travel,
dissemination of information to and from the faculty, academic freedom and related
policies.

Section 1: The Academic Faculty

Call to order, reading and approval of minutes
Unfinished business

Reports from the Faculty Senate

New Business

Section 2: The Faculty Senate

AMENDMENT

Call to order, reading and approval of minutes
Reports

Unfinished business

New Business

Discussion and Adjournment

The academic faculty may amend these bylaws at any of the regularly scheduled meetings by a simple majority vote

of the members present. A proposal for amendment must be recommended by at least three members of the faculty,

submitted in writing and, with the recommendation of the Faculty Senate, submitted to the members of the academic

faculty at least ten days before the next meeting at which time action on the amendment could be taken. An

amendment shall become effective when approved by the faculty.

1.5 Standing Committees of the Academic Faculty

1.5.1 Library Committee

The mission of the committee is to communicate with the president and provost regarding library resources

required for undergraduate and graduate student academic success and research as well as faculty teaching

and research.

The committee shall be composed of members of the faculty and one member of the student body

appointed by the provost. The faculty members will be nominated by the deans and associate provosts to

broadly represent the information needs of the on-campus and online undergraduate and graduate students

and the teaching and research faculty. The president of the Student Government Association will nominate
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the student member. Composition of the committee will change in concert with development of the
university’s academic and research programs. Membership will include no more than two representatives
each from each college. The committee itself elects the chair. A committee member may be appointed to
assist the library’s faculty senator(s) in coordinating communication between the committee and the
Faculty Senate. The dean of libraries serves as a nonvoting ex-officio member of the committee. The
library’s directors and information advocates assist and participate in the work of the committee as
appropriate.

The duties of the committee shall be:

1) To represent the interests of the entire university community in assessing library resource
requirements to support the academic and research programs.

2) To inform and advise the provost on the adequacy and effectiveness of library collections
and services.

3) To communicate committee findings, recommendations and related library information to
the faculty and the student body, and to foster and participate actively in dialogs with the
academic community concerning information resource options.

4) To develop faculty and student support for initiatives that align library resources and
services with academic and research programs. Examples of these initiatives include the
Information Advocates Program, Research and Instruction Program and the Library
Information Network (LINK).

5) To consult with library staff on methods for collecting, analyzing, interpreting and
reporting data pertaining to library resource and service effectiveness.

6) To advise the dean of libraries on strategies to accomplish library goals.

1.5.2 Undergraduate Curriculum Committee (UGCC)

The UGCC is responsible for recommending the addition or deletion of existing undergraduate curricula
and specific changes within the curricula to the provost. It shall have one voting member from each
academic unit that offers undergraduate courses and one voting member from the library faculty. Voting
members should have extensive university-level academic experience. The voting member will be elected
by the academic unit’s faculty and approved by the provost. The university registrar and academic deans
are ex-officio, nonvoting members.

1.5.3 Institutional Animal Care and Use Committee (IACUC)

This committee consists of at least four members of the academic faculty appointed by the vice provost for
research in accordance with the requirements of the National Institutes of Health. The vice provost for
research appoints the chair from among the faculty and also appoints a fifth member, who has no affiliation
with Florida Tech other than by membership on IACUC.

10
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1.5.4 Intellectual Property Committee

This is a universitywide committee having significant faculty representation. The usual membership
includes the provost as chair, the vice president for financial affairs, vice provost for research and three
faculty.

1.5.5 Graduate Council
www.fit.edu/grad-programs/gradpol/index.htm

The Graduate Council shall be responsible for graduate policy and procedures and make recommendations
to the provost on these matters. The council shall have the authority to recommend graduate curricula.

Only members of the graduate faculty may be appointed to the Graduate Council. Membership is as
follows:

1. The associate provost of graduate programs is an ex-officio member of the council. Unless specifically
authorized in graduate policies, the associate provost of graduate programs has no voting powers.

2. The deans of the colleges and academic unit heads with graduate programs are ex-officio members of
the council. Unless specifically authorized in graduate policies, they have voting powers only in the
case of a stalemate (as specifically authorized in graduate policy “Stalemate Votes”).

3. The academic units of the university are represented by one member from each academic unit offering
graduate programs, approved by the academic unit head, with each member having one vote.

1.5.6 Graduate Faculty
www.fit.edu/grad-programs/gradpol/index.htm

The graduate faculty is the source for graduate student committees, thesis advisers or other duties
instrumental in guiding graduate student degree programs.

Membership on the graduate faculty is determined as follows.

1) The provost, senior vice provost, associate provost for graduate and international
programs, deans and department heads having at least one graduate program, are
ex-officio members.

2) Others eligible for appointment are faculty members and those especially qualified by
academic or professional achievement in the field as described in graduate policy.

3) Professors emeriti who were members of the graduate faculty at the time of their
retirement remain full members of the graduate faculty.

All members of the graduate faculty are authorized to supervise master’s theses and to serve on master’s
thesis oral examination or program committees. Only those members of the graduate faculty experienced in
directing independent study are designated and approved to supervise doctoral dissertations and to serve on
doctoral dissertation oral examination or program committees.

Terms of appointment of graduate faculty members are as described in graduate policy.

11
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1.5.7 Ombudsman Committee

Three senior faculty members are appointed by the provost to serve as an ombudsman committee to hear
grievances (other than those associated with termination) that a faculty member does not feel comfortable
pursuing through the usual organizational structure, i.e., department head, dean, provost or the president.
Usually, the faculty member approaches one member of the committee and describes the problem. They
then decide whether other members of the committee should be involved and the best approach to resolving
the problem.

If resolution of the problem requires disclosure of the member’s identity, such disclosure is made only with
the approval of the faculty member.

1.5.8 Committee on Faculty Promotions

The committee will offer advice to the provost on nominees for promotion. The committee is composed of
five faculty members from the College of Engineering, four from the College of Science, three from the
College of Psychology and Liberal Arts, and one each from the Nathan M. Bisk College of Business and
College of Aeronautics. These numbers represent a percentage of the total number of full-time faculty in
each college. If the relative sizes of the colleges change, the representation will change accordingly.
Members shall be full professors, except in the case where there are no eligible full professors, when an
associate professor may be chosen, or should special circumstances so require. Members serve for three-
year terms with no more than two terms in succession. The terms of approximately one-third of the
members will expire each year. If a member of the committee is to be considered for promotion, that
member must first resign and be replaced by another representative of the academic unit. Guidelines for
operation of the committee are given in Section 2.8 “Procedures for Promotion.”

1.5.9 University Research Council

The University Research Council is responsible for representing the active research interests of the
university, making recommendations to the provost and communicating to the faculty at large as needed.
The council will consist of at least one representative from each college and from the Office of Research.
Institutes and centers may send a representative if desired. The chair will be elected by the council and
serve a one-year term.

1.5.10 Institutional Review Board

http://www.fit.edu/research/committees/irb/index.php

Florida Tech is committed to full compliance with federal rules for the protection of human subjects in
research. In accordance with federal regulations (45 CFR 46), all research involving human subjects must
be reviewed, or determined exempt, by an institutional review board (IRB), to assure certain protections for
human participants.

Any research involving human subjects should be reviewed if it is sponsored by the university, conducted
by or under the direction of any university employee in connection with his or her university
responsibilities, conducted on or with university property, or involves the use of the university's nonpublic
information to identify or contact subjects or prospective subjects. Note that the IRB does not require
review of student projects conducted in the context of course work.

The IRB must review and approve human subjects research before any work is started and must review
ongoing nonexempt research at least annually.

The IRB must also review all changes to research protocols before implementation (except when necessary
to eliminate any immediate hazards to subjects or others).

12
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CHAPTER 2.
2.0 Policy Statements

2.1 Academic Rank

The academic ranks and minimum requirements for each are as follows.

PROFESSOR: A doctoral degree or its equivalent with at least five years of successful teaching as an associate
professor, and undoubted evidence of scholarly attainments and/or outstanding ability as a teacher.*

ASSOCIATE PROFESSOR: A terminal degree in the faculty member’s field with at least five years of successful
teaching as an assistant professor, and some evidence of scholarly attainment and/or superior ability as a teacher.*

ASSISTANT PROFESSOR: A terminal or advanced degree in the faculty member’s field with at least five years of
college-level teaching or equivalent professional experience.*

INSTRUCTOR: At least a master’s degree or its equivalent with teaching experience preferred but not required.
LIBRARIAN: At least a master’s degree in library science with primary duties that do not include teaching.
ADJUNCT FACULTY: Temporary, part-time teaching faculty.

See also Section 2.2 “Policy on Conferring Titles of Emeritus.”

*Note: Professors whose major function is research rather than teaching may have “research” preceding their
academic title (i.e., research professor). Professors conferred with endowed chairs may have the endowment name
preceding their academic title (i.e., Henry Professor). University Professor is a faculty appointment made only by
the president or provost.

To meet the requirements for appointment and promotion, faculty members should have earned degrees from
institutions of recognized standing and should hold degrees appropriate for their subject field or work. The faculty
member is responsible for furnishing transcripts certifying degrees. The above rank-by-rank specifications are given
only as a guiding policy and are not intended as justification for automatic promotion nor intended to prohibit
appointment and/or promotion of rare individuals whose experience and accomplishments outweigh the lack of
formal academic training.

The qualities to be recognized through appointments and promotions extend far beyond, and some cases may be
independent of, the possession of advanced degrees and years of experience. These important though less tangible
factors can be regularly evaluated, but can hardly be meaningfully enumerated on a rank-by-rank statement of
policy. Nevertheless, it is not intended in any way to minimize their importance.

2.2 Policy on Conferring Titles of Emeritus

In recognition of faithful service, the title of Emeritus will be conferred on professors, associate professors and
assistant professors who have a minimum of fifteen years’ academic service, with at least ten at Florida Tech, at the
time of their retirement from the university.

There shall be no distinction between retiring for age, length of service or disability, as long as the required
minimum length of service is met.

13
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2.3 Basis for Appointment and Promotion

Appointments to the faculty or promotion from one academic rank to another shall be primarily based on education,
experience, effective performance and in recognition of special merit in some or all of the activities listed above.
The criteria for recognition and evaluation of merit shall become progressively more exacting from lower to higher
academic ranks. Promotion to the rank of professor shall be reserved to those members who have demonstrated
outstanding performance in their respective fields.

Training and experience are generally recognized in the educational world as basic requirements for appointments
and promotions. They are also recognized by Florida Tech, but without the rigidity so often found in automatic
promotion plans. Florida Tech subscribes to the belief that alert and progressive faculty members will benefit from
their experience, and that graduate study increases knowledge and broadens perspectives. It is definitely expected
that each faculty member will endeavor to earn the terminal degree in his/her field.

Under the qualifications indicated above, the university does have a guiding policy on training and experience. It is
given here as a general policy to which justified exceptions may be made.

2.4 Procedures for Appointments

Recommendations for appointment should be initiated at the department level. It is suggested that department heads
consult with senior members of their respective departments and wherever feasible permit the senior members to
meet the prospective appointee. Normally appointments will be the result of a national search, but will always
comply with applicable federal and state laws and statutes including recordkeeping to assure compliance with Equal
Employment Opportunity Commission (EEOC) requirements (see Section 2.6 “Statement of Equal Opportunity”). A
more detailed set of appointment guidelines follows.

Normally, the search for a faculty position is initiated at the department head level with the approval of the dean and
the provost. An open, nationwide search should be conducted for all academic positions, including advertisement in
appropriate publications. The announcement should contain the position description and responsibilities, degrees
and experience required, citizenship and application materials (résumés, references and transcripts).

The screening process within the department is as follows. The department head appoints a search committee
composed of several faculty members of the department, a chair and an individual responsible for assuring
affirmative action compliance. The search committee maintains a log of the applications received. The chair may
pre-screen applications for the rest of the committee, removing those candidates who do not satisfy the job criteria.
One copy of the application is routed through the search committee members with a request for an evaluation, and
comments are to be returned directly to the search committee chair. The search committee convenes when the
routing has been completed, at which time each candidate is discussed. Candidates are ranked according to
desirability. The search committee chair shall contact the references of the top candidates to verify their experience.
The search committee chair shall have a discussion with the candidates starting with the most desirable that will
include approximate salary, more detailed teaching and research interests, and availability. If this discussion is
satisfactory, the résumé should be submitted to the dean for approval and to arrange an interview trip.

During the on-campus visit, interviews are scheduled with most, if not all, of the academic unit faculty, the
academic unit head, heads of the other related academic units and the dean. Usually the candidate presents his/her
work at a seminar attended by faculty, graduate students and, frequently, undergraduate students. Whenever
possible, the candidate should be scheduled for a short, courtesy visit with the provost.

14
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After the visit, the search committee chair solicits the evaluation of the academic unit faculty and those outside the
unit who interviewed the candidate(s), and calls another meeting of the search committee. Based on the
recommendations of the committee, the academic unit head makes the final decision to recommend a candidate,
including appropriate salary and rank, to the dean and provost. Official transcripts should accompany the written
recommendations. It is the responsibility of the academic unit head to check the validity of the candidate’s academic
credentials. Only the provost may make salary or employment commitments unless specifically delegated to a dean.

There are very limited special circumstances in which the full faculty search process may be shortened, e.g. an
opportunity arises in which a nationally prominent faculty member becomes available and expresses an interest in
Florida Tech. In such a circumstance, the provost may be solicited for permission to conduct an abbreviated
“search.” The process would include a review (including on-campus interview) and recommendation by
departmental faculty, endorsement by the dean of the college and submittal to the provost. The provost would
present the findings to the president and, if appropriate, request permission to negotiate directly with the potential
faculty member.

2.5 Policy on Periods of Faculty Appointments
Beginning Spring 2009, the periods of faculty appointment at Florida Tech are as follows:

Full professors receive five-year appointments with renewal review during the Spring Semester of the fourth year of
the appointment; associate professors, four-year appointments with renewal review during the Spring Semester of
the third year; and assistant professors, three-year appointments with the renewal review during the Spring Semester
of the second year of the appointment.

A senior member of the faculty is one at the rank of professor, associate professor or assistant professor. He/she
becomes “established” when he/she has progressed beyond the first year status, except in unusual cases when he/she
is initially appointed as an established member. The provost must approve these unusual cases.

A new member of the senior faculty, unless initially appointed as established, will be informed before December 15
of their first year on the faculty if their services will not be used in the following academic year. Faculty status will
be reviewed in the Spring Semester of the first year when their appointments will either be renewed for five years in
the case of a full professor, four years for associate professor and three years in the case of an assistant professor as
stated above, or they will be re-appointed on first-year status and subsequently treated as one who commences
service the following Fall Semester. Professors without previous university faculty experience should expect a
second one-year appointment. Reappointment may continue on a first-year status with the approval of the provost.

Established faculty members who serve as administrators of academic units (department heads, institute directors
and directors of off-campus graduate sites of the Extended Studies Division of the Nathan M. Bisk College of
Business), will be considered to be serving in the penultimate year of their established period.

Faculty members shall be notified of subsequent year salary and promotion by April 1 of each academic year.

A member of the faculty may obtain a prompt Faculty Senate evaluation of any administrative action taken on his or
her appointment status. The senate’s resulting recommendation is submitted to the provost.

This policy (2.5) applies only to persons holding faculty rank whose primary duty is teaching. Therefore, those
holding academic rank such as the president of the university, the provost, deans, department heads, (except where
an established faculty member as noted above), all research professors, librarians and ROTC officers will be
automatically excluded.
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2.6 Statement of Equal Opportunity

It is Florida Tech’s policy and practice to prohibit discrimination because of race, gender, color, religion, creed,
national origin, ancestry, marital status, age, disability, sexual orientation, Vietnam-era veteran status or any other
discrimination prohibited by law.

The university, as an Equal Opportunity Employer, has adopted standards and practices that insure all applicants for
employment and all employees are treated in a fair and impartial manner that recognizes the dignity of each
individual and allows selection and advancement based on qualifications and abilities.

If a faculty member feels he/she has been discriminated against regarding access to employment, hiring, promotion,
compensation, job assignment or fringe benefits solely because of race, gender, color, religion, creed, national
origin, ancestry, martial status, age, disability, sexual orientation, Vietnam-era veteran status or any other
discrimination prohibited by law, he/she is entitled to request review by an ad hoc Faculty Senate grievance
committee (see Section 2.9.2). See also “Ombudsman Committee,” 1.5.7.

2.6.1 Employment of Persons with Disabilities

Applications of persons with disabilities will be given equal consideration with other applications, and no
restrictions will be established to prohibit employment of applicants with disabilities, except where a
physician’s statement indicates that employment in a particular position would create a potential hazard for
the applicant, fellow workers or the university. All efforts will be made to accommodate disabilities on a
case-by-case basis in accordance with Americans with Disabilities Act.

2.7 Guidelines for Faculty Promotion

Colleges develop their own promotion guidelines to supplement the general academic rank requirements noted in
Section 2.1. At the direction of the provost, the Committee on Faculty Promotion (CFP) is obliged to apply the
promotion guidelines from individual colleges, including a teaching route to promotion, to that college’s promotion
candidates. All faculty members at Florida Tech are encouraged to enhance their professional credentials through
their own initiatives in acquiring professional growth and development experience.

2.8. Procedures for Promotions

Recommendation for promotion should be initiated by the academic unit head, but self-nomination is permitted. The
academic unit head should consult with senior members of the academic unit before submitting the recommendation
to the provost. The CFP will provide advice to the provost on each nominee for promotion. The provost will obtain
the written recommendation from the appropriate dean before submitting a recommendation to the president.

All participants in the process except as specified below shall maintain confidentiality.

Guidelines for the contents of the promotion dossier are given in Appendix I. All applicants will follow these
guidelines regardless of their home college. Academic unit heads and candidates are advised that the process should
begin about one year before the candidate is to be considered for promotion. All completed dossiers, with or without
departmental/college endorsement, will be considered by the CFP and forwarded with recommendations to the
provost.

The candidate will prepare dossier and submit to the academic unit head who will prepare a dossier containing
supporting documents for each nominee of the department. In the event of a self-nomination, the candidate shall
prepare the dossier. A written recommendation by the academic unit head shall be included in the dossier before
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review by the CFP. Dossiers must be delivered to the provost at least two weeks before the scheduled presentation
meeting.

The CFP is composed as described in Section 1.5.8. If a member of the committee is to be considered for promotion,
that member must first resign and be replaced by another representative of the academic unit.

The provost will call an organizational meeting of the CFP by the end of January at which time the committee will
review each college’s promotion criteria and CFP procedures, and choose a chair to officiate at the annual
promotion presentation meeting. If possible the chair will not be from a unit offering a nominee.

All voting members of the CFP will be required to examine all complete candidate dossiers (with or without
academic unit endorsements) and apply each college’s promotion guidelines during a two-week review period at a
location prescribed by the provost. Usually the review period will be the last week of February and the first week of
March.

The promotion presentation meeting shall take place no later than March 15. In addition to the members of the CFP,
attendance at the promotion presentation meeting will normally include the provost and/or his representative, deans
and heads of the candidates’ academic units. At the promotion presentation meeting, each candidate’s case is briefly
presented by his/her academic unit head in the context of the college’s promotion guidelines. The committee will
engage in a thorough discussion of the candidate’s qualifications as they relate to the college’s promotion guidelines.
The candidate’s academic unit head will participate fully in the discussion and, if a member of the CFP, vote with
the full committee. A self-nominated candidate will generally select a member of the CFP to present their case, but
has the right to present their own case. At the time of dossier submission, a self-nominated candidate must inform
the provost who will be making the presentation.

Ballots will be prepared and provided by the provost. The ballot will consist of a cover page with each candidate’s
name and a space for a yes, no or abstain vote. A separate sheet will be attached for each candidate and the
committee member will make comments on each candidate for subsequent use by the provost and feedback to the
candidates. There must be written justification for all votes. The provost will collect the ballots after all candidates
have been considered. The results will be tabulated at the meeting and made known to the members of the CFP. As
stated earlier, the results are considered as advice to the provost and are to be treated with utmost confidentiality.

Candidates will be notified of the final promotion decision by March 25. Usually the academic unit head will notify
the candidate in person. A typed compilation of the committee’s anonymous comments will be made available to the
candidate on request. Unsuccessful candidates will be encouraged to consult with their dean and the provost for
clarification of the decision.

The provost will notify all members of the CFP by April 1of the final decision of the university either by letter or in
a meeting of the committee.

2.9 Dismissal and Termination

2.9.1 Termination by the University

The university reserves the right to prematurely terminate any faculty member for any of the following
reasons: incompetence, neglect of duty, insubordination, moral turpitude or financial necessity on the part
of the university as a whole.
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INCOMPETENCE

Incompetence occurs if a lack of ability renders the faculty member unable or unwilling to effectively
perform teaching or other duties assigned by the university. The incompetence must be of a sufficient
degree that remediation is unlikely within a reasonable period of time or the faculty member’s attitude is
such that he/she is unwilling or unable to make necessary changes. The university need not continue a
faculty member whose methods are ineffective or whose attitude is improper, if his/her retention will
directly harm students or otherwise impair the university’s pursuit of its educational mission.

NEGLECT OF DUTY

Neglect of duty is the failure to meet a specific duty related to the express and implied obligations of a
faculty member under the contract of employment, which may extend beyond teaching to requirements
related to service and research.

Some of the enforceable duties at the university are for reporting, committee work, maintenance of office
hours and other obligations of the employment relationship, such as best effort concerning research contract
deliverables.

INSUBORDINATION

Insubordination generally means a willful disregard of reasonable directives or a defiant attitude of
noncompliance toward regulations specifically applicable to the faculty member.

Dismissal on grounds of insubordination would be warranted for willful failure to follow directives that are
reasonable and rationally related to the university’s educational objectives. To justify dismissal, disobeying
a directive must be shown to adversely impact the pursuit of educational goals or mission of the university.

MORAL TURPITUDE

Moral turpitude occurs when the individual’s private conduct adversely reflects on his/her ability to
perform without harming the university’s educational process. In accordance with the statement on
academic freedom, a faculty member’s opinions, personal moral code or religious belief shall not be used
as criteria for appointment, promotion or dismissal. A faculty member’s public actions may, however, be so
used. Moral turpitude includes, but is not limited to, fraud in securing employment, dishonesty,
drunkenness during working hours, conviction of a felony or misuse of university property or funds.

Anyone dismissed for moral turpitude need not be given prior notice and automatically forfeits all rights to
benefits that would have otherwise accrued to him/her, excepting such benefits that have been paid through
payroll deductions.

FINANCIAL NECESSITY

In the case of financial necessity, notice must be made by December 15 of the academic year before the
year of the faculty member’s dismissal. A faculty member will not be terminated because of declining
departmental enrollment or shifting departmental emphasis during the time his/her appointment is in effect.
Termination for financial necessity requires a written statement to that effect by the provost with
endorsement by the vice president for financial affairs and the president.
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2.9.2 Appeal

A faculty member terminated for any reason may obtain a prompt evaluation of such administrative action
by a Faculty Senate grievance committee on written request to the president of the Faculty Senate.

Faculty Senate Grievance Committee

On being presented with a bona fide grievance from a member of the faculty of Florida Tech, the president
of the Faculty Senate shall choose a committee of four senators to serve as a Faculty Senate grievance
committee, so that fair and impartial consideration will be given to the grievance. If adequate balance to the
committee composition cannot be obtained from members of the senate, the president may appoint non-
senators. The senate president is at liberty to designate a fifth member as committee chair or may serve in
that capacity him/herself, so long as there is a chair and four committee members.

In separate sessions, the committee shall interview all parties to the grievance and consider all materials
submitted. In addition, the committee shall request and examine further materials it deems relevant and
investigate the legitimacy of “standards” claimed by either party. These tasks identified by the committee
are to be assigned by the committee chair.

The committee shall meet a minimum of three times or as often as the committee chair sees fit during the
consideration of the grievance. These must include an initial, organizational meeting, an interim or progress
report meeting and a concluding meeting at which a vote shall be taken. Before the vote at the concluding
meeting, the parties’ positions will be thoroughly discussed. The committee chair shall vote with the
committee members. The outcome of the vote, which shall be considered the decision of the committee, is
to be reported at the next meeting of the senate executive committee. The decision of the committee shall
be reported to both parties to the grievance and to the provost.

Either party may petition the executive committee to re-open the investigation by reconvening the
committee only if the party presents new and compelling evidence pertaining to the grievance.

2.9.3 Termination by a Faculty Member

If a member of the faculty desires to terminate an existing appointment or to decline renewal in the absence
of notice of nonrenewal, they shall give notice not less than three months before the end of his/her duties
during an academic year exclusive of a summer session if their rank is instructor or assistant professor, and
not less than four months if their rank is higher. They may request a waiver of this requirement in the case
of hardship or in a situation where they would otherwise be denied substantial professional advancement.
Where the faculty member declines to accept the offered annual contract letter before the renewal date,
usually May 1, the waiver is automatic.

2.10 Policy on Academic Freedom

The university has endorsed that section of the 1940 statement of the American Association of University Professors
that pertains to Academic Freedom as follows:

1) Teachers are entitled to full freedom in research and in the publication of the results, subject to the
adequate performance of their other academic duties; but research for pecuniary return should be
based on an understanding with the authorities of the institution.
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2) Teachers are entitled to freedom in the classroom in discussing their subject, but they should be
careful not to introduce into their teaching controversial matter that has no relation to their subject.
Limitations of academic freedom because of religious or other aims of the institution should be
clearly stated in writing at the time of the appointment.

3) College and university teachers are citizens, members of a learned profession, and officers of an
educational institution. When they speak or write as citizens, they should be free from institutional
censorship or discipline, but their special position in the community imposes special obligations.
As scholars and educational officers, they should remember that the public may judge their
profession and their institution by their utterances. Hence they should at all times be accurate,
should exercise appropriate restraint, should show respect for the opinions of others, and should
make every effort to indicate that they are not speaking for the institution.

2.11 Sexual Harassment
www.fit.edu/hr/documents/EmployeeHandbookMarch2007WebEdition 000.pdf
www.fit.edu/hr/documents/Presidents Statement.pdf

It is the policy of the university that everyone should enjoy an environment free from all forms of discrimination,
including sexual harassment. No employee should be subjected to unsolicited and unwelcome sexual overtures or
conduct either verbal or physical.

Sexual harassment lowers morale and is damaging to the work environment. Therefore, the university will treat
sexual harassment like any other form of employee misconduct—it will not be tolerated.

2.12 Sabbatical Leave

Florida Tech recognizes the necessity for faculty members to acquire new and enriching experiences and to secure
uninterrupted time for research, and thereby encourages and supports the sabbatical leave concept.

ELIGIBILITY - A faculty member whose service to Florida Tech for three or more continuous academic years
meritoriously warrants sabbatical leave, may be granted leave of absence with part-time pay for a period not
exceeding one year. Leave may be granted for the purpose of pursuing advanced study beyond the terminal degree,
engaging in research or traveling in support of scholarly pursuits; in general, any activity that will enhance the
professional and scholarly growth of the applicant. Sabbatical leave will not be granted more than once every seven
years. The deadline for request is November 1 for a leave beginning the following academic year with a decision on
the request by January 15. Applications for sabbatical leave must be made in consultation with the faculty member’s
supervisor and dean, and forwarded to the provost.

The sabbatical application should consist of a letter that states the date of the last sabbatical taken by the applicant,
the time frame proposed for the requested sabbatical, a brief description of the activities planned during the
sabbatical, and a description of the benefits of the sabbatical in terms of scholarly growth for the applicant and
benefit to the university. Detailed proposals may be submitted as attachments.

If the sabbatical is approved, the precise terms of the leave of absence shall be in writing and given to the faculty
member at the time of approval of the sabbatical leave.
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COMPENSATION - Sabbatical leave may be granted by the university for one academic term with full pay, or for
one academic year with half pay. The amount paid shall not exceed half of the faculty member’s regular salary for
the academic year during which the leave takes place. Consultation between the faculty member and the provost will
determine the applicable compensation option.

It is expected that a faculty member on sabbatical will not engage in remunerative employment. However, approval
may be given if compensation for such employment amounts to not more than a half-year’s salary plus $5,000 for
those on leave on half pay for a full year. This makes it possible for a faculty member to enjoy the salary equivalent
to that of the university plus $2,500 per term in consideration of the special expenses to the faculty member. Beyond
such amounts of earning, the obligation of the university to the faculty member on leave will be proportionately
reduced. However, foundation grants for research material or special travel will not reduce the obligation of the
university, and in special cases, the common-sense principle may be applied. The aim of the leave of absence and
any obligation of the university do not extend beyond this point. In cases of outside remuneration beyond the points
mentioned above, the faculty member may be granted leave at his own expense, or the university may be relieved of
its obligation in proportion to the earnings involved.

CONDITIONS - A faculty member is given sabbatical leave with the expectation that she/he will return to full-time
service with the university at the conclusion of the sabbatical. A condition of accepting the sabbatical is that the
faculty member must execute a formal contractual agreement that specifies the obligations of the university and the
faculty member. Faculty not returning incur a financial obligation: The faculty member will, to the extent permitted
by law, pay back funds received from Florida Tech during the sabbatical if the faculty member does not resume full-
time employment with Florida Tech for at least one academic year after the sabbatical. Interest at the rate of 1.3
times prime will accrue on the sabbatical leave amount beginning with the end date of the sabbatical. Lump sum
payback is expected. If not lump sum, the rate of payback will be determined by Florida Tech but will not exceed
one year.

2.13 Leave of Absence at Faculty Member’s Request
www.fit.edu/hr/documents/EmployeeHandbookMarch2007WebEdition 000.pdf
www.fit.edu/hr/documents/form_leaveofabsencereq.pdf

Unpaid leaves of absence may be granted to faculty members for medical or compelling personal reasons. A written
request for a leave of absence must be submitted to the faculty member’s academic unit head. The academic unit
head, dean of the college/school and the provost must approve the request.

2.14 Policies Governing Hours of Work

Full-time faculty covered by these policies are expected to give freely of their time, energy and ability to furthering
the aims and purposes of the university and the accomplishment of their work. Because of the peculiar requirements
of various positions, some variation in work schedule is normal. Except for formally scheduled classes and other
activities, work schedules of full-time faculty members are necessarily flexible, and discretion must be used to guide
their use of time in extracurricular and other duties related to proper professional services as teachers. Similarly,
those employed for full- or part-time research, or part-time teaching and part-time research have work demands that
do not conform to hourly schedules, and discretion must guide their use of time. The appropriate academic unit head
will approve the normal work schedules for each individual and activity.

If the faculty member’s arrival date on campus is after the beginning date of the faculty contract, it is the faculty
member’s responsibility to inform their department or academic unit head of when they will arrive on campus each
term and why they will be absent from campus.
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2.15 Policies Governing Outside Work by Faculty Members

Full-time faculty at Florida Tech accept their appointment with the understanding that their primary employment
responsibility is to the university. The university encourages faculty members to offer professional advice
concerning the development of the natural resources of the state, or on new products or new scientific apparatuses
and techniques; to conduct research, and prepare and publish results of their studies; to make addresses on subjects
in which they are qualified and that are of public interest; and to serve as officers or as members of committees of
learned and scientific societies. Such activities are not normally considered as outside work.

Ordinary private business of faculty members, such as investing money or the hiring of labor in private
undertakings, is not considered to fall within the purview of regulation by the university, provided the business is of
such a character as not to damage in any way the prestige of the university and entails no loss of time or efficiency
in the performance of university duties.

Occasions may arise when it will be mutually beneficial to the university and the faculty member for the latter to
serve as a consultant to local industry or national science organizations. Florida Tech Consulting provides access to
these needs under a broad policy statement that establishes principles that guide faculty members when causes of
this nature arise. See www.fit.edu/consulting.

The principles are:

1) A member of the faculty who desires to engage in consulting shall do so only after obtaining the
approval of his/her academic unit head.

2) Outside employment must not interfere with full and proper performance of university duties;
shall not exceed one day per week; and in no way be detrimental to the best interest of the
university.

3) No university equipment, supplies or clerical services may be used in the furtherance of outside
work for pay except in highly unusual cases and following approval of appropriate administrative
officials. Work done through Florida Tech Consulting is an exception to this as long as it is done
on a non-interference basis.

2.15.1 Conflict of Interest
www.fit.edu/hr/documents/Conflict of Interest Policy.pdf

REVIEW AND OVERSIGHT RESPONSIBILITIES

The responsibility for adhering to the rules on conflict of interest and outside activities rests with the
faculty member. Full disclosure and discussion of all potential and actual conflicts makes it possible to
address issues and prevent future problems arising for the faculty member or the university. The review and
oversight responsibility rests with the department head and the dean or director of the college or other
academic unit in which the faculty member is employed. Faculty must provide sufficient information to
those with review and oversight responsibility for an informed decision concerning the outside activity or
financial interest. The deans and directors are the designees of the president of the university in
implementing the university’s policies on outside activities and financial interests. It is their responsibility
to make sure the annual employment contract indicates no outside activities or financial interests need be

22



FACULTY HANDBOOK 2009 (rev. 10/09)

reported. The deans and directors are responsible for ensuring that all copies of the completed disclosure
forms are appropriately distributed in a timely manner to the faculty member and the department head or
other appropriate administrator.

USE OF UNIVERSITY NAME

Any faculty member engaging in independent outside activities must recognize that he/she is performing
such activities as an individual and cannot represent that he/she is acting on behalf of the university.

For example, a faculty member may not use Florida Tech letterhead or a Florida Tech e-mail address in
conducting outside activities. The faculty member must take reasonable precautions to insure that the
outside employer or other recipient of services understands the employee is engaging in the outside activity
as a private citizen and not as an employee, agent or spokesperson of the university.

USE OF UNIVERSITY EQUIPMENT, FACILITIES OR SERVICES

Any use of university equipment, facilities or services with regard to an outside activity must be approved
before the activity. In general, the use of these resources will be allowed only on a noninterference basis,
and a charge may be assessed.

2.15.2 Florida Tech Consulting
www.fit.edu/consulting/

Florida Tech Consulting assists faculty in marketing their expertise and services, and offers these resources
to the industrial community both nationally and internationally.

2.16 Policy Governing Purchases

Florida Tech will not purchase from companies that are wholly or partly owned by a Florida Tech faculty member or
a member of his/her immediate family. In addition, the university will not purchase from a company in which a
Florida Tech faculty member or a member of his/her immediate family has a financial interest, e.g., stock dividends,
commissions on sales, etc. Exceptions to this policy require approval of either the president or the provost.

2.17 Policy Governing Pursuit of Academic Degrees

Florida Tech faculty of professorial rank of assistant professor or higher are not allowed to pursue Florida Tech
academic degrees. Only the provost may grant an exception/exemption to this policy.

2.18 Policy on Faculty Advising
http://www.fit.edu/asc/handbook/AcadHbk.pdf

Every student at the university is assigned a full-time faculty member as his or her faculty adviser. Faculty advisers
should instill in their advisees a confidence that the academic, professional and social development of the student is
their serious concern. They should advise students concerning their courses of study after making a thorough
examination of the student’s past academic performance, not only at Florida Tech, but also at any other school the
student has attended. They assist students in career development and advise on course selection during registration.
Faculty advising is one of the most important responsibilities of a faculty member outside the classroom.

Faculty should be familiar with policies covering confidentiality of student records and cheating/plagiarism, covered
in the following two sections.
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2.18.1 Employee Responsibilities Under the Family Educational Rights and Privacy Act (FERPA)
www.fit.edu/registrar/registration/release.html

Security and confidentiality of student records are a responsibility of all faculty members. Adherence to the
following guidelines is absolutely required for all employees and enables the campus community to avoid
student complaints under FERPA.

2.18.2 Cheating/Plagiarism
http://www.fit.edu/studenthandbook/StudentHandbook.pdf
(Note: For graduate students, see Graduate Policy Manual 4.12.)

2.19 Policy on Patents and Copyrights
Preamble

In adopting this policy, the board of trustees recognizes there may be research projects sponsored by governmental
authorities, industrial concerns or others, which may entitle the sponsors to the ownership, without payment or any
royalty to any person. “Ownership” as used in this document refers both to ownership of a discovery or invention
made by a faculty member as to which there is a reasonable likelihood of obtaining a patent; and to ownership of
copyrightable material authored by a faculty.

2.19.1 Creation of Patent and Copyright Committee

The board of trustees has authorized the president to appoint a Patent and Copyright Committee with the
authority and responsibility provided for below, and that will be comprised of three members of the
university faculty and three members of the university administrative staff.

2.19.2 Discoveries and Inventions.

1. Disclosure, Discoveries and Inventions

Any faculty member who has made a discovery or invention that in his/her judgment reasonably
appears to be patentable, shall bring such discovery of invention to the attention of the president of
the university or his designated representative, who will refer it to the committee to determine
whether and to what extent the university has an interest in the discovery or invention. Any such
discovery or invention shall be disclosed promptly, but in any event within 60 days.

2. Ownership of Discoveries and Inventions

a. A discovery or invention developed as a direct result of the regular duties of a faculty
member or as a result of research done on or in connection with theses or dissertations or
as a result of a program of research financed wholly or in part by university funds or by
funds under the control of the university shall except otherwise owned for reasons
mentioned in the Preamble, be the exclusive property of the university. The ownership of
any such discovery or invention and any patent rights shall be assigned to the university
or its designee and shall be administered in accordance with the determination of the
committee.
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b. A discovery or invention developed by a faculty member shall be the exclusive property
of the inventor(s) if all the following conditions exist.

(1) If the university has contributed nothing substantial or essential to the
production and development of such discovery or invention in funds, space,
facilities or personnel, including students.

(2) If the discovery or invention is not related to any university research then in
progress or to which the university is committed, and to which the faculty
member is connected.

(3) If the discovery or invention was developed by the faculty member(s) on his/her
or their own time without any expense to the university.

c. If there is a difference of opinion as to whether a discovery or invention is within (a) or
(b) above, or if within neither, the ownership and determination of any equities of the
discovery or invention shall be decided by the committee, and subject to appeal to the
president of the university. Once the decision has been rendered, it is binding on the
university and the faculty member who made the discovery or invention.

3. Authority and Responsibility of Committee with Respect to Discoveries and Inventions

The committee, subject to appeals to the president listed here, has the following authority and
responsibility with respect to discoveries and inventions:

a. To receive and act on reports of discoveries and inventions.

b. To determine the ownership of discoveries and inventions, and the dates of their
conception, disclosure and reduction to practice.

c. To determine the equities of the university, the inventor(s) and any other parties in
discoveries and inventions; and to provide equitably for sharing royalties received for any
patented or patentable discovery or invention in which the university has a property
interest between the university and the inventor with the following.

(1) Where an agreement, letter or other document involving the university and
another party having an interest in a discovery or invention requires royalties on
the discovery or invention to be distributed in a particular manner. In all other
cases, the procedure set out in 2, 3 and 4 shall be followed, provided that where
an agreement, letter or other document places a limit on the amount of royalties
to be paid, the amount of royalties paid shall not exceed that limit.

(2) The university shall retain all royalties until it has fully recovered all expenses
incurred in connection with the filing and prosecution of a patent application.

(3) The next $2,500 of such royalties shall be paid to the inventor(s) of the
discovery or invention.
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(4) Royalties received beyond those required to meet the conditions specified in 1, 2
and 3 above shall be divided as follows:

i. One-third of royalties received shall be retained by the
university.

ii. One-third shall be paid to the inventor(s) in accordance
with their rights.

iii. One-third shall be paid to the primary academic
department(s) of the inventor(s) according to propor-
tionate participation as determined in “d” below.

d. To determine the financial returns from the discovery or invention due each inventor
when there are co-inventors.

e. To determine whether the university should attempt to obtain a patent or submit the
discovery to the university’s patent agent, in the case of the university having a property
interest. Any such determination shall be made within two months from the date the
discovery was disclosed to the committee or, if sooner, within 30 days after the written
request is received from the president of the university or from the inventor.

f.  To determine whether the university shall pursue a patent application or assign any right
it may have in the discovery, when the committee submits a discovery or invention to the
university’s patent agent and the agent decides either not to file the application or
abandon an application already filed. The inventor shall be notified of the determination
within 30 days after the receipt by the committee of notice from the university’s patent
agent.

g. To report its findings and determinations to the president of the university and other
interested parties within 120 days, except in those situations for which a different period
of time for making a determination is established.

h. To report its findings to the president of the university on all matters pertaining to
patentable research or patents offered to the university by gift, devise, purchase, sale or
assignment, regardless of the potential value or circumstances under which such
patentable research or patents were discovered.

4. Management and Exploitation of Patents.

The president of the university shall be the final authority to determine how patents that are the
property of the university shall be managed and exploited.

2.19.3 Copyrightable Material

1. Rights of Authors

In accordance with other institutions of higher learning and except as provided for in Paragraph 2
below, the right of first publication and of statutory copyright in any book, manuscript, television
or motion picture script or film, educational material or other copyrightable work, whose author is
a faculty member, shall be the property of the author.
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2. Rights of the University

Copyrightable material resulting from a project assigned to faculty as a part of their regular duties
shall inure to the university only if so specified in writing and signed by the faculty member, their
department head and the dean.

3. Authority and Responsibility of Committee with Respect to Copyrightable Materials

The committee has the same authority and responsibility with respect to copyrightable material
authored by a faculty member as it has in respect of discoveries or inventions made by such
persons and dealt with in Section 2.19.2 “Discoveries and Inventions.” The specific authority and
responsibility of the committee with respect to discoveries and inventions described in Paragraph
3, Section 2.19.2, shall apply with equal force to copyrightable material owned in total or in part
by the university.

4. Notice to Committee

Department heads, deans and directors shall notify the committee in writing of any work assigned
in accordance with Paragraph 2 above, “Rights of the University,” which might result in a
manuscript or other property for which copyright may be obtainable.

2.19.4 Publication of Material Relating to Discoveries, Inventions and Scholarly Investigation

The board of trustees recognizes and wishes to give the fullest possible cooperation to traditional principles
and practices of academic freedom in connection with the publication of writings that relate to discoveries
and inventions. At the same time, it is recognized that governmental authorities, industrial concerns or
other organizations that sponsor research projects may require temporary restriction on publication to
protect the sponsor’s interest in patentable inventions or discoveries, or because of the national interest or
other reasons considered sufficient by the sponsor. The committee will determine if the university has been
authorized or required by the sponsor to determine whether or not publication would be in compliance with
such restrictions and/or conditions.

2.19.5 Appeals from Committee Determinations

If any interested persons are dissatisfied with the determination by the committee of any matter relating to
any discovery, invention, patent, copyright or copyrightable material, or publication of any writing, such
person may request the determination be reviewed by the president of the university. Any such request shall
be made in writing and delivered to the committee no later than fifteen (15) days after receipt of notice of
the determination that he/she regards as unsatisfactory, or within fifteen (15) days after the expiration date
when the committee should have reported its findings to interested parties. On receipt of such a request, the
committee will forward it with its determinations and recommendations to the president, unless the
committee reconsiders or modifies its previous determination to the satisfaction of all parties. The president
may affirm, modify or revise the committee’s determination, and his determination shall be binding on all
interested parties. The committee will assist the president in reviewing any such matter as the president
may request.
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2.19.6 Policy on Stored Course Materials

The current Florida Tech intellectual property policy as contained in this document focuses on traditional
copyright and patent issues, and creates a balance between the goals of creating and disseminating
knowledge, and deriving revenue from commercially viable inventions. Through this policy faculty retain
ownership of copyright material while they are required to disclose all creations or inventions that have
patent potential to the standing committee on intellectual property. The committee reviews each
circumstance and recommends a course of action (seek a patent, return the rights to the creator or some
other appropriate process).

The policy also contains a provision where the university and the creator of copyright material can create a
contract for the investment of resources, the control over the product and the associated rights. As
educational material is now frequently created, stored and reused in a digital format, it is necessary to
establish procedures to govern this stored course material.

Digital intellectual property creates new forms of value and has an extended life that makes it commercially
viable. These products are changing the format, content and economics of educational delivery. This
extension to the intellectual property policy sets out some basic principles for stored course materials that
will mutually benefit the creators and the university, but does not address patent or trademark rights and is
not intended to apply to traditional printed materials such as books and lecture notes. A primary concern is
to promote the broadest possible creation and dissemination of knowledge while protecting academic
freedom.

With the university’s encouragement and support, faculty members are creating course material that can be
reused. Digital course segments range from simple or inexpensive productions to major investments:

1) If the stored course material is created by full-time faculty in the context of the normal
duties and does not involve substantial use of Florida Tech resources, the ownership of
the intellectual property remain with the creator.

2) If a substantial use of Florida Tech resources is involved in the creation of the product,
the university and the faculty member should plan together to recover its investment over
time. A separate contact must be developed at the start of the project to cover the
concerns and interests of the creator(s) and the university. This includes intellectual
property rights as well as such matters as initial investments, protections, editorial
control, marketing, royalties, extended use and eventual disposition.

Substantial use is defined as a threshold for the investment of institutional resources that requires additional
planning and preparation to recover this investment over some period of time. If use is substantial, the
university is acting with the faculty member as a partner in the development of stored materials and will
have rights to those materials.

DEFINING SUBSTANTIAL USE

A faculty member makes substantial use of university resources if the use significantly exceeds the
customary level needed to support teaching responsibilities. Under the supervision of the dean, the
department head determines if the development of stored material makes substantial use of university
resources. The input of service providers whose services were used or may be used is relevant to this
determination. Factors to be considered in the determination include, but are not limited to, the following.
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1) Use of an online presentation system like ANGEL, which is offered to all faculty for
normal use in their courses does not count toward substantial use.

2) A course stored and offered later or offered remotely by the university does not count
toward substantial use.

3) Use of any materials or services paid for out of an external grant to the faculty member
does not count toward substantial use.

4) Technology Enhanced Content (TEC) resources, when providing faculty with basic
training in multimedia course development, does not count toward substantial use.

5) TEC resources, if paid for by the faculty member at the university’s then-current rate for
use of the lab, does not count toward substantial use.

6) TEC resources, for which no reimbursement is made, is presumed to be substantial if the
TEC staff considers it will be substantial or that further effort would make a use
substantial.

7) Use of the library is not normally substantial, but extensive use of the library staff as
research assistants could contribute toward a determination of substantial use.

8) Faculty developing and/or teaching a course as part of his/her normal teaching
responsibilities on campus, and without a compensatory reduction in teaching load or
significant additional teaching or support staff, DOES NOT count toward substantial use.

A determination of whether or not use of university resources is “substantial” is not a determination that the
proposed use is reasonable or within the capacity of the university’s service providers. Service providers
(such as the library or TEC facilities) have limited resources. Whether or not a use is deemed substantial
under this definition, the service provider may advise a faculty member the proposed use is significant, it
must be approved by the department head or dean, extra funding will be required to provide the level of
service requested or the service cannot be provided in the time frame requested.

NOTE: TEC resources are those facilities provided to develop technology-enhanced content. This is an
expanding role in terms of services and service providers. TEC is subject to competing demands for limited
resources and is required to maximize the use of institutional resources in achieving Florida Tech’s
educational and research goals.

WHEN THERE IS NO SUBSTANTIAL USE

If a faculty member does not make substantial use of university facilities in the development of
copyrightable course materials, the copyright to those materials will belong to the faculty member, not to
the university. The university may not make use of these materials in other courses without permission of
the faculty member. The faculty member has the same rights to use these materials in other courses or at
other schools, as he/she would have if they were written lecture notes.
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WHEN THERE IS SUBSTANTIAL USE

If a faculty member does make substantial use of university resources in the development of copyrightable

course materials, the university will have rights to those materials. The faculty member and the university

should enter into a contract before development of any materials.

If there is no written contract between the faculty member and the university, a contract will be implied and

include the following terms.

1))

2)

3)

4)

5)

6)

The faculty member will own the copyright to the materials, but the university will have a
license to use the materials.

The university may use the materials in courses not taught by the faculty member for one
year after the end of the first course that used the materials, even if the faculty member
leaves the university before this year has ended. The university may continue to use the
materials indefinitely if the faculty member does not instruct the university to stop using
the materials.

The faculty member will have artistic and editorial control over the materials, subject to
any constraints the university may impose on the nature and level of its investment.

The faculty member may revise the materials. Normally, the university will make
reasonable efforts to work with the faculty member to revise the materials in a reasonable
time. However, the university shall accelerate its efforts if the faculty member believes,
in good faith that continued use of some material(s) would damage her/his reputation or
expose the university or faculty member to a successful lawsuit. In either case, the
university shall make its best effort to work with the faculty member to promptly revise
the materials in a way that is satisfactory to the faculty member.

The faculty member will deposit a copy of the materials with the university library,
which it will hold as noncirculating reference materials for local use only and not for use
in interlibrary loans.

In the event of a lawsuit, the same rules for liability allocation apply to stored course
materials as to live materials. However, (a) If the university or the faculty member uses
the materials without revision after being advised of a legal risk by the other, the using
party assumes all risk, and indemnifies and holds the other party harmless from all legal
claims arising from matters warned about by the other party. (b) If the university
sublicenses materials to a third party, it is the university that bears the risk of any liability
in connection with the third party’s use of the materials. (c) If one of the parties uses the
materials outside of their geographic scope, that party assumes all risk and holds the other
party harmless from all legal claims arising out of differences in legal rules in the out-of-
scope geographic area. (The normal geographic scope is the country in which the faculty
member teaches for the university.)
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A typical contract will include additional terms, for example:

1) The university will normally be granted a longer term, at least two years after the end of
the first course that uses the materials, during which it can use the materials.

2) In the absence of a contract, the university will not owe the faculty member a royalty or
fee for using the materials in courses not taught by the faculty member. The contract may
specify such a royalty or fee.

3) The university will normally be granted a right to sublicense the materials to other
institutions, and the contract will specify the maximum term of the sublicense that the
university may grant. In the absence of a contract, the university may not sublicense the
materials.

4) If the university sublicenses the course materials, the license fee will normally be divided
equally between the university, the faculty member’s department and the faculty member.

5) The faculty member may be granted a right to sublicense the materials to other
institutions. The contract will specify the maximum term of the sublicense the faculty
member may grant, and the royalty or fee due the university. In the absence of a contract,
the faculty member may not sublicense the materials.

6) The faculty member may be granted the right to market and use these course materials in
courses presented independently of the university. If so, it will specify the royalty or fee
due the university for such presentations. In the absence of a contract, the faculty member
many not market or use these materials outside of the university without permission of
the university.

7) The university may be granted the right to modify the course materials. In the absence of
a contract, modifications may not be made without the approval of the faculty member.

2.20 Research Guide For Florida Tech

A research handbook that presents policies and procedures in detail is available from the Office of Sponsored
Programs. The following information is included here for convenience.

2.20.1 Research Proposals

The principal investigator is responsible for the scientific merit of a proposal. Adequate care must be taken
to explain and document the proposed research topic. Proper consideration must be given to the procedure
for carrying out the proposed investigation including the amount of time required and the total cost of the
work. The principal investigator is also responsible for defending the proposal and must take into account
that a proposal submitted to a funding agency reflects on the academic and research stature of the
university.

The principal investigator should contact the Office of Sponsored Programs for current fringe benefits and
indirect cost rates before preparing the budget. An internal budget form must also be completed. Approval
by the principal investigator, academic unit head, dean and vice provost for research confirms and commits
Florida Tech to the staffing requirements and support facilities, and any Florida Tech matching
contributions, which are not necessarily a part of the budget submitted to the sponsoring agency.
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2.20.2 Research Salary Supplements (rev. 6/20/08, effective FY09)

Full-time established faculty (rank of assistant, associate or full professor) conducting funded research in a
given fiscal year will be awarded a research salary supplement (RSS) to be paid in two equal increments
during the following academic year equal to the sum of:

1) 10% of their academic year salary charged to research grants and contracts, and
2) 5% of their summer salary charged to research grants, and

3) 5% of all undergraduate and graduate student tuition, fees and stipends paid from the grants or
contracts for which they are the principal investigator (includes student stipends paid under
“participant support”), and

4) 5% of all capital equipment expenditures from grants and contracts for which they are the PI.

NOTE 1: Full-time faculty who served as coPl and whose academic year and/or summer salary was
supported by an external grant or contract during the preceding fiscal year are eligible for an RSS based on
the salary support received.

NOTE 2: Research-active administrators holding a full-time established faculty rank are eligible for an
RSS.

The Office of Sponsored Programs will compute the RSS amounts using the official university expenditure
report. The Vice Provost for Research will review the RSS data with the deans. The Vice Provost will
submit the Research Salary Supplements to the Provost for approval and implementation.

Faculty hired as Research Professors on grants and contracts are not eligible for research salary
supplements. Also, faculty who resign prior to the award of the RSS are not eligible for an RSS. In
addition, only projects that have a demonstrable scholarly component and are overhead bearing are eligible.

The supplements are awarded on a fiscal year basis and may be discontinued and/or the criteria changed, as
deemed necessary, by the President based on the recommendation of the Provost.

2.20.3 Responsibilities in Academic Research

The university and the sponsor recognize specific responsibilities in the performance of the proposed work
once a research contract or grant has been awarded. The most important of these lies with the principal
investigator and the academic unit head, as indicated below.

2.20.4 Duties and Responsibilities of the Principal Investigator

Principal investigators are responsible for the overall direction and management of their research programs.
In this capacity, they have the authority to direct graduate students supported on their project, as well as
that portion of other institution personnel whose time has been specifically budgeted to the program. The
principal investigators monitor all expenditures on their grants or contracts, and are fully authorized to
approve purchase orders that apply solely to their grants or contracts. Federal funding agencies generally
regard the principal investigator as the primary individual to consult on all matters relating to carrying out
the research objectives, keeping all expenditures within the research budget as negotiated and signed, and
meeting the prescribed deadlines for filing administrative and technical research reports and project results.
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2.20.5 Duties and Responsibilities of the Academic Unit Head

The approval of the academic unit head on the official copy of the research proposal means explicitly

that the academic unit head:

1))

2)

3)

4)

Approves the work proposed by the principal investigator.

Considers the proposal to be a scholarly inquiry that reflects positively on the principal
investigator and the university.

Assures the prospective sponsor that, if the proposal receives favorable consideration, the
principal investigator and all other individuals listed in the proposal will be released from
academic and administrative responsibilities for the amount of time indicated in the
proposal.

Assures the prospective sponsor that if the proposal receives favorable consideration
he/she will render all administrative assistance required by the principal investigator to
meet the prescribed program objectives within the specified time span.

2.20.6 Duties and Responsibilities of Approval of the Senior Administrative Officers

The approval of the senior administrative officers on the official copy of the research proposal means

explicitly that:

1))

2)

3)

The research budget calculations have been verified by the Office of Sponsored Programs
of the university, working with the principal investigator and other university personnel.

The senior administrative officers concur with the decisions reached by the academic unit
head concerning the caliber of the proposal and its relevance to planned and projected
activities in the department.

The senior administrative officers provide assurance to the prospective sponsor that, if
the proposal receives favorable consideration, these officers will render all administrative
assistance required by the academic unit head and the principal investigator in order to
meet the program objectives within the specified time span.

2.20.7 Policy on Research Misconduct and Fraud

Fortunately, research misconduct and fraud are rare events. However, because of the seriousness of

misconduct and the special responsibilities of universities in such circumstances and in accordance with

federal regulations, the university has developed a set of explicit policies and procedures for dealing with

allegations of research misconduct and fraud. These are outlined in the document “Administrative Policy

and Procedures for Review. Investigation and Reporting Allegations of Research Misconduct and Fraud.”

This document is an appendix of the Research Handbook. Copies of this document are available from the
Office of the Vice Provost for Research.
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2.21 Safety Compliance and identification of hazardous materials

Employees are required to comply with the provisions of the Safety Manual. 1t is particularly important for
employees to report the generation or acquisition of hazardous materials and to know the safe treatment and storage
of those materials. Facilities Management maintains a safety video training library for use by faculty at
www.facilities.fit.edu/safevideo.html

2.22 Policy on Objectivity in Research

Objectivity is one of the cornerstones of the research enterprise. To ensure the university fulfills its role as careful
steward of the public and private research resources entrusted to it, the university is in the process of developing a
set of explicit policies and procedures for disclosing, reviewing and managing conflicts that may naturally arise in
the course of carrying out the university’s mission goals in research and technology transfer. These policies and
procedures are outlined in “Policies and Procedures to Ensure Objectivity in Research.” Copies of the document are
available from the Office of the Vice Provost for Research.
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APPENDIX I. PROMOTION DOSSIER FORMAT
I. Brief History of the Candidate:

This section should be a narrative summarizing the candidate’s activities since the last promotion and
emphasizing those activities for which promotion is deserved. For candidates recently employed by Florida
Tech, appropriate activities at the former employment, as well as at Florida Tech should be delineated and
discussed. The current résumé contained in "Résumé" (Appendix A1) should be referenced.

The relative weighting of the dossier sections on Teaching, Research and Service may be in any ratio mutually agreeable to the candidate,
department head and dean. Once agreed upon, such ratio should be stated in the department head’s nomination letter and should be the basis
for consideration of the candidacy at the university level.

I1. Teaching and Related Activities:
This section should begin with a brief statement of the candidate’s role in our teaching program. It should
indicate any areas of special notes such as course development, unique student response, teaching awards,
and/or particular effectiveness with unique groups (for example, individual instruction of graduate students or
teaching large lecture classes).

Provide a general statement concerning the types of courses taught, i.e., lower-division, upper-division, and
graduate-level courses, a list of courses taught in at least the three years in inverse chronological order. Identify
which courses were developed by you or which had extensive new material added by you. For each course
indicate enrollment, whether the course is required for majors, recommended for majors, or service for non-
majors, and indicate what majors, if appropriate, and which of these courses have student-teacher evaluations
available. Attach these evaluations as part of "Supporting Documentation for Teaching and Related Activities"
(Appendix AlI). If student comments are submitted, all students” comments in that course-section must be
submitted, i.e., you cannot pick and choose.

Provide a list of graduate students supervised. List separately Ph.D. and master’s students. Give names,
dissertation/thesis titles, dates of study and current employment, if known. If any postdoctoral fellows have
been supervised, list names, name of fellowship or source of support and dates. Provide a statement concerning
participation on graduate student committees or include in the list above, but clearly identify whom you
supervised (primary thesis/dissertation adviser) and for whom you were a committee member.

The candidate should provide a statement summarizing his/her interpretation of his/her teaching role and
success in teaching at Florida Tech. The statement should present a picture of yourself as a teacher describing,
where appropriate, teaching practices in areas such as:

(a) the setting and communicating of course goals;

(b) overall course organization;

(c) class preparation and methods used;

(d) use of supplementary materials such as audiovisual aids, library, laboratory or field
experiences;

(e) grading your student work; and

(f) your availability to students having difficulty with course materials or wishing further
discussion of course topics.

Where appropriate, comment on:

(a) the method(s) you use to evaluate your teaching;

(b) what you regard as your main strengths as a teacher;

(c) what your regard as areas in which you need improvement as a teacher;

(d) what you are doing to improve upon these goals;

(e) course innovations or development; and

(f) any other item(s) relating to teaching effectiveness
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What evidence do you have that your students have the same picture of you?

List academic advising activities. Either give the names of where too many, the approximate numbers of your
academic undergraduate and graduate advisees. It would be helpful if you could estimate your advisees
retention (conversely attrition) rate for the last several years. It is recognized that your advising is but one
factor in retention, but performance significantly better than the Florida Tech average is a powerful attribute to
your advising. If the graduate rate of your students over several years is known, please provide.

List other advising, such as student clubs sponsorship and other student counseling. These activities should
cover the last three years or more. Provide a separate statement about this advising role and its impact on

students and student programs.
IT1. Research and Scholarly Activities

The term "research" is used in its broad sense of intellectual inquiry. Essentially, the term "research" is used
interchangeably with the term "scholarly activities."

Review briefly the highlights of your research contributions. Emphasize specific contributions to knowledge,
but do not become overly technical.

Review your current and future research plans.
Review your research support history and future plans.

List in reverse chronological order externally funded grants and contracts. Include for each the sponsoring
agency or company, dates and period of support, number of students supported and amounts funded. Give a
separate or contiguous list of projects internally funded or unfunded.

List publications and contributions. List these publications in the following order or in chronological order
indicating in the margin the appropriate category. Copies of some or all publications should be included in
"Supporting Documentation for Research and Related Activities" (Appendix AIII). If too bulky, part or all of
this section may be separated from the main dossier.

--Books and monographs

--Articles in refereed journals and books

--Articles in non-refereed journals or books

--Articles in refereed journals or books in press

--Articles in non-refereed journals or books in press

--Articles in refereed journals or books submitted

--Articles in non-refereed journals or books submitted

--Conference presentations and whether the entire paper and/or the abstract only was reviewed.
--Published technical reports.

--Other publications such as course manuals, guidebooks, etc.

List and describe briefly any disclosures of inventions or resulting patents.

Provide a brief statement regarding the impact of these publications in the field of research. A recommended
indicator of scholarly impact would be a review of the candidate’s publications citation rate. Include a
statement of the ranking of these journals in the candidate’s research field.

List invited lectures of special note during the last three years.

The candidate should provide a brief statement on his/her interpretation of the role and success of his/her

scholarly activities and discuss plans for future creative work and research. Comment on how you have
developed yourself professionally in your discipline since your last promotion/appointment to Florida Tech.

36



FACULTY HANDBOOK 2009 (rev. 10/09)

IV. Service Activities:
Provide a statement of the candidate’s department and university service for at least the last three years. List in
reverse chronological order all significant university, college/school and department/program committee
service. Identify your role on each committee and explain the purpose of the committee and explain the
purpose of the committee if not obvious.

List committee service for other universities and national or regional educational or professional committees
(e.g., review committees, accreditation committees, technical societies, etc.).
Provide a statement of the nature and impact of any unremunerated community service.

V. Documentation of Professional Practice Activities:
This section should be used for candidates to report professional activities that do not fit conveniently under
the above headings. Such activities might include consulting, professional clinical practice, short course
development, etc.

List organizations, approximate level of effort and period of consulting. To the extent propriety permits,
describe the consulting effort and the work product(s); e.g., reports, drawings, software, new test procedures,
etc.

List short-course offerings by title, date, duration, location and approximate attendees. Describe your role as
course developer and/or presenter.

Al Résumé
The résumé should be current and detailed. If the résumé provides the information requested in the above
sections, that section can reference the résumé. For example, it is not necessary to list publications in
"Research and Scholarly Activities" (Section III) if the data requested is clearly given in the résumé.

AlIL Supporting Documentation for Teaching and Related Activities
Items included in the appendix could include, but not be limited to student evaluations, peer evaluations,
outlines of new courses developed and/or course or laboratory handouts (significant ones only) or manuals.
Letters from former or current students could be included as well as copies of instructor/course evaluations.
Peer evaluations could include letters from colleagues and/or formal peer reviews if available. Anecdotal
information is valued less than is broad based, quantifiable data such as formal evaluations.

AIIL Supporting Documentation for Research and Related Activities
Items in this appendix would normally include copies of papers, but could also include copies of proposal
abstracts, letters of research awards, or letters of notification of honors, such as outstanding paper awards. If
the list of research activities called for in "Research and Scholarly Activities" (Section III) is extensive, it could
be included here and referred to in that section.

AIV. Supporting Documentation for Service Activities
Items included here could be letters of commendation, copies of service reports authored by the candidate, or
more detailed descriptions of service than is possible in "Service Activities" (Section IV).

AV. Supporting Documentation for Professional Practice
Items included here might include notification of professional registration, letters of commendation for
consulting or clinical practice, or syllabi and manuals developed for short-courses, workshop or conferences.

AVI. Department Head Letter of Nomination
This appendix will contain two important letters.

A brief letter from the candidate addressed to the department head/program chair that states "This letter
certifies that I have reviewed my dossier and that the entries and substantiation thereof are accurate."”
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A letter from the department head/program chair nominating the candidate for promotion. The letter should
state the degree of support for the nomination in the department/program. For promotion to full professor,
identifying the support of the department’s/program’s full professors is important. Copies of the faculty
member’s annual goal/performance evaluations for the past three years could be included in this appendix.
AVIL Letters of Recommendation from Outside Reviewers
Include a brief statement of the credentials of each person from whom letters have been solicited. It is expected
that for promotion to full (associate) professor at least five (three) letters will be solicited. Include what aspect
of the candidate’s performance the referee is competent to judge and why. Include all letters received. These
letters should be added to the dossier by the department head/program chair after the candidate has made
his/her final review of the dossier to afford the recommender’s confidentiality.

The academic unit head should write all requests for evaluations. The candidate should not solicit these letters
although s/he may suggest names of references. The letters of request should clearly state what kind of an
evaluation is being sought (the factors to be evaluated, the rank for which the person is being recommended
and other pertinent information). Wherever reasonable, one or both of the following questions should be asked.
From what you know of this person, would you recommend him/her for promotion at your institution?

Where does the candidate rank among his/her peers? As a courtesy to those being asked to write letters, a
current copy of the candidate’s résumé should be sent.
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APPENDIX II. PROMOTION GUIDELINES: COLLEGE OF ENGINEERING

Revised by the College of Engineering College Council and approved by the College of Engineering Faculty,
April 30, 2009

Preface

The College of Engineering (COE) Council reviewed current COE Faculty Promotion Guidelines and presented
suggested revisions to the COE faculty for approval. These guidelines are used by the COE to evaluate faculty for
promotion. The dean, with advice from the Faculty Development Committee (FDC) will review and comment on
submitted faculty dossiers, relative to faculty promotability. With advice from the FDC, the dean will suggest to
faculty areas of improvement in the event that it is assessed they do not meet the criteria for promotion. Documents
in support of promotion should be submitted to the dean by November 20.

The criteria address the need for and importance of scholarly contributions including excellence in teaching,
research and service. Significant weight is placed on such activities as publishing in refereed publications and book
projects, competing for and receiving contract and grant support, demonstrated excellence in the classroom and
teaching laboratories, student production, contributions to one’s profession on national and international levels, and
awards and special citations received. The candidate’s sustained accomplishments at Florida Tech will be weighted
more heavily in this process than previous career achievements.

College of Engineering Promotion Guidelines

The following paragraphs provide guidelines for COE recommendation for promotion to associate and full professor
at Florida Tech. COE recommendation for promotion to the rank of associate professor will be based on successful
completion of enough of the goals outlined here to suggest the candidate is at least halfway along the path to full
professorship. Special cases for associate professor may also be considered under exceptional circumstances.
Furthermore, these guidelines serve to introduce a new assistant professor to the goals and tasks required for a
successful career path in academia.

These guidelines should be used by a potential candidate to decide whether or not the candidate should be presented
to the university for promotion. Promotion need not be contingent on successful completion of all components stated
herein. A typical candidate, however, would have few exceptions and would be well above the minimum
requirements in a number of areas. True excellence in one of the three broad categories described below will also be
viewed favorably with sufficient achievement in the other areas. A candidate may be considered for promotion to
associate professor after a minimum of five years as an assistant professor or equivalent. Similarly, a candidate may
be considered for promotion to professor after a minimum of five years as an associate professor. There is no
maximum time limit. In some cases, associate professor may be the terminal rank.

The areas for evaluation are consistent with those specified in a memo of November 2, 1998, from the associate
provost and include “Teaching and Related Activities,” “Research and Scholarly Activities” and “Service
Activities.” Scholarly activities and research have traditionally been the primary focus for promotion at U.S.
Universities; however, outstanding performance in the teaching and service areas are also important in the present
climate of higher education in America and will be given appropriate recognition.
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Teaching and Related Activities

The candidate for promotion will have a record of performance that includes many of the activities specified below:

(1) A consistent record of teaching excellence, versatility and student production at either or both the
undergraduate and graduate levels.

(2) Published or made significant contributions to a textbook in the candidate’s field.

(3) Served as the major adviser for M.S. or Ph.D. graduates in programs offering the Ph.D.

(4) Served as faculty representative (adviser) to student clubs, societies or organizations.

(5) Served on M.S. and Ph.D. committees in own or for other academic departments.

(6) Been an active member of regional and/or national educational societies/organizations.

(7) Introduced new courses into the curriculum, developed new academic programs or made significant
modifications to an existing academic program at the undergraduate and/or graduate level.

(8) Received funding from outside agencies or foundations for curriculum development and revisions,
enhancing teaching laboratories, etc.

(9) Developed and introduced innovative pedagogical techniques that may include the incorporation of
technology into the curriculum.

(10) Generation of significant number of student awards at the regional, state or national level under candidate’s
direction.

Scholarly Activities and Research

The candidate for promotion will have a record of performance that includes many of the activities
specified below:

(1) A consistent record in peer-refereed publications during the years preceding promotion. In cases of joint
authorship, i.e., with other colleagues, indicate nature and extent of candidate’s contribution for each such
publication.

(2) Published or made significant contributions to a scholarly book or textbook.

(3) Served on the editorial board of a recognized journal.

(4) Served as reviewer of journal articles, research proposals of federal agencies and/or research-level books or
monographs.

(5) Served on national committees that relate to support of research, e.g., review boards, national societies.

(6) Served as chair or as part of the organizing committee for national or international science/engineering
society meetings.

(7) Developed a list of citations of the candidate’s research papers published by other researchers in the field.

(8) Given presentations pertaining to pedagogy or research at regional, national and international meetings of
professional societies, including invited lectures/presentations.

(9) Received grant and/or contract support for research and scholarly activities from federal, state or industry
sources with some regularity.

(10) Received recognition for research and scholarly activities from regional, national and/or international
organizations.

(11) Contributed to advancement of the candidate’s discipline through research activities. This may be in the
form of a patent, invention, design methodology, pedagogy, analysis, math model, computer software, etc.
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Service Activities

The candidate for promotion will have a record of performance that includes many of the activities specified below:

Service to University

(1) Participated on departmental, college and universitywide committees.

(2) Assumed an active role as an officer in the Faculty Senate at Florida Tech.

(3) Assumed administrative functions within the department.

(4) Represented the university in regional, national or international organizations (committees) related to
university affairs.

(5) Served on a national review or accreditation committee.

(6) Contributed to university-sponsored programs, short courses, etc., for prospective university students.

(7) Contributed to university-related outreach projects.

Service to Profession

(1) Served as the external member on M.S. and/or Ph.D. committees at another university.

(2) Served as an officer of, or received recognition by, a professional, engineering or scientific society at the
local, regional, national and/or international level.

(3) Acted as a consultant in his/her area of technical expertise for industry, other universities or national
laboratories.

(4) Organized/taught short courses or seminars on special topics in science or engineering for the
scientific/engineering community.

(5) Evaluated textbooks or ancillaries to textbooks.

(6) Achieved professional recognition in the form of registration, if applicable to field.

(7) Participation in the authorship or evaluation of national or state exams.

Amendments or modifications, to the “College of Engineering Promotion Guidelines” require a two-
thirds vote of COE Faculty voting, with a quorum being present.

Edward H. Kalajian, Ph.D.
Chairman, COE College Council
Associate Dean, College of Engineering
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APPENDIX III. PROMOTION GUIDELINES: COLLEGE OF SCIENCE
College of Science and Liberal Arts Memorandum updated: October, 1996
TO: Faculty - College of Science and Liberal Arts
FROM: Gordon L. Nelson
SUBJECT: Promotion Guidelines
Note: edited by Provost for currency: 3/31/05
Faculty have frequently asked for guidance as to what is expected related to promotion. A Dean’s advisory
committee has been constituted and guidelines drafted. The guidelines have been reviewed by Department Heads
and comments received from the Associate Provost. The guidelines are issued as a help and as a guide. They are
based upon collective effort. Comments are appreciated. These guidelines will be operative in the next promotion
cycle. Potential candidates meeting these guidelines are urged to discuss their personal situations with their
respective department heads.
Promotion Guidelines for the College of Science
These guidelines provide the faculty and departmental administrators with a basis for judgment in evaluating and in
rewarding meritorious performance at the University.
The document also indicates to the faculty the range and quality of academic effort which will optimally benefit
their careers and meet the goals of the department and University.
1.0 PROMOTION PROCEDURES

1.1 Collection of documentation for the promotion dossier is the responsibility of the candidate requesting
promotion. The dossier must follow the same organization and use the same headings and sub-headings which are
listed in Appendix I. Either the department head or the faculty member may initiate the promotion procedure, but all
documentation must go through the department head whether he/she supports the request or not.

1.2 This documentation is presented to and is evaluated by the department head. In case of promotion from
associate to full professor, additional external evaluations will be solicited from professionals familiar with the work
of the candidate. Names of external reviewers may be provided by the candidate and/or the department head. Those
names may include reviewers who know the candidate personally and those who know of the candidate only through
his/her research and publications. Limited use should be made of close colleagues and mentors.

1.3 The department head makes the recommendation by letter and forwards all documentation to the
"College Promotion Committee" for evaluation. The department head recommendation should list, explain, and
interpret the quality of all accomplishments of the candidate for the Committee. The recommendation for promotion
must be justified by the department head.

1.4 The College Promotion Committee (hereafter referred to as the Committee) is a three-person committee
appointed by the Dean of the College and is composed of full professors who may be department heads. The
department head may designate a representative, approved by the Dean, if a conflict of interest exists. The function
of the Committee is to advise the Dean of the College on matters of faculty promotion.

1.5 Based on the Committee’s evaluation, a recommendation is made by letter to the Dean of the College.
The Committee also forwards the candidate’s complete promotion dossier and the department head’s

recommendation letter to the Dean.

1.6 The Dean may interview the faculty member under consideration for promotion, the department head
and/or the Committee if additional information is required or if the Dean has a question.

1.7 Recommendations by the: (1) Dean; (2) College Promotion Committee; and (3) Department Head are
forwarded to the Provost by the Dean for final evaluation.
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1.8 Pre-application
1.8.1 Since preparing a promotion package is a time consuming process, the College Promotion
Committee encourages the department head to submit a pre-application. This would include the
résumé of the candidate and a cover letter. The cover letter should state why the person should be
considered for promotion. This letter is particularly important if there is anything unique about the
candidate’s eligibility for promotion. The pre-application step is not a requirement for promotion.
It is only a way to let the department head know if his or her thinking is in line with that of the
Committee.

2.0 PROMOTION ELIGIBILITY

2.1 Assistant Professor
2.1.1 Appointment as an Assistant Professor shall be based on a candidate’s potential to teach
effectively and to conduct meaningful research. Potential will typically be determined through the
examination of an academic vitae, letters of recommendation, and the presentation of an invited
interview and seminar. Appointment will be considered only for the holder of the terminal degree.

2.2 Associate Professor
2.2.1 Promotion of candidates to Associate Professor is not automatic, but based on the fulfillment
of potential in research and teaching. Professional service and active participation in departmental
and university affairs will also be considered. Such participation, however, is less significant than
either teaching or research.
2.2.2 Teaching performance of high quality will be expected of all faculty, and such performance
shall be judged on the basis of peer, ex-student and student evaluation. The candidate must
demonstrate the ability to present relevant and current information and ideas in a manner that
promotes learning.

2.2.3 Research qualifications shall be judged on the basis of an active and meaningful research
program. Evidence of activity shall be based on the established criteria (see section 3.0). Evidence
of research quality shall be based on a thorough review of the candidate’s research program by the
College Promotion Committee.

2.2.4 Qualifications in professional and university service shall be based on letters obtained from
Committee chairpersons and fellow Committee members. Performance in such service must be
distinguished to be considered meritorious.

2.2.5 A candidate may be considered for promotion to Associate Professor after a minimum of
five years as an Assistant Professor or equivalent. It is generally expected that an Assistant
Professor will make significant progress toward promotion to receive contract renewal.

2.3 Professor
2.3.1 Promotion to Professor shall be based on the establishment of a university and a national
reputation for scholarship.
2.3.2 Criteria for promotion to Professor shall be the same as those for promotion to Associate
Professor. However, the level of attainment within these criteria will be higher for promotion to
Professor, and letters shall be solicited from at least five renowned scholars in the candidate’s
research specialty.
2.3.3 A candidate may be considered for promotion to Professor after a minimum of five years as
an Associate Professor. There is no maximum time limit. The Associate Professor rank may be the
appropriate terminal rank in some cases.
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3.0 PROMOTION CRITERIA
3.1 The three areas in which a candidate will be evaluated for promotion are the following: Teaching,
Research and Service.
3.2 These criteria, provided to advise the department head and his/her faculty regarding their promotion
plans, will be used by the Committee in making a promotion recommendation to the Dean. A key point is
that the following criteria are meant to be viewed only as a minimum to be considered for promotion. This
does not mean that if faculty meet all the criteria they will be promoted. It means only that if they do not
meet the criteria, they will not be considered for promotion. The criteria are for the department head’s use
in advising only, not as a checklist to be completed for promotion. To be successful in a bid for promotion,
candidates must demonstrate that they exceed the criteria in the three areas.
3.3 Promotion to Associate Professor.
3.3.1 Teaching Each of the following per year during the previous five years:
-- at least two courses with "good" reviews; none with "bad" reviews.
-- at least one of the following (where applicable):
..serve satisfactorily as an academic adviser (some departments will
consider this to be a required item);
..serve as thesis/dissertation adviser in the home department;
3.3.2 Research Either of the following during the previous three
years:
-- three refereed publications. Full papers in national proceedings, magazines,
although not referred, are of value. It is the responsibility of the candidate
to provide evidence of intellectual and scholarly quality.
AND
-- at least two of the following:
..funding to support research (some departments will consider this
to be a required item);
..presentations at state/national conference;
..externally published manual, study guide, textbook;
..published book chapter.
OR
-- a published scholarly book or a monograph.
3.3.3 Service Some of the following during the previous five years:
-- university committee(s);
-- reviewer for a journal or a granting agency;
-- thesis/dissertation committee in other department(s);
-- community service,;
-- professional society service
3.4 Promotion to Full Professor
3.4.1 Teaching Each of the following per year:
-- at least two courses with "good" reviews; none with "bad" reviews.
-- at least one of the following (where applicable):
--.serve satisfactorily as an academic adviser (some departments will
consider this to be a required item);
--serve as thesis/dissertation adviser in the home department.
3.4.2 Research Either of the following per year:
--refereed publication (a mean of one article per year during the previous five
years with a minimum of seven since the last promotion). Full papers in national
proceedings, magazines, although not refereed, are of value. It is the responsibility
of the candidate to provide evidence of intellectual and scholarly quality.
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AND
-- at least two of the following:

..funding to support research (some departments will consider this to

be a required item);

..presentations at state/national conference with proceedings;

..externally published manual, study guide, textbook;

..published book chapter.
OR
--a published scholarly book or a monograph.
3.4.3 Services. Each of the following per year:
--university committee(s);
--review of publication or granting agency;
--thesis/dissertation committee in other departments;
--community service;
--professional society service

3.5 Multi-authored Publication

The Committee will evaluate collaborative research and its subsequent multi-authored publication
differently from single-authored work. In principle, the Committee recognizes that for the
evaluation of a promotion candidate, a multi-authored publication shall not be deemed equal to a
single-authored publication. Such a principle does not in any way fail to recognize the equal
intellectual merit of a single- and multi-authored works.
The principal author should be awarded credit for the work. The department head will identify to
the Committee the items listed on the résumé where the candidate for promotion has been a
principal author. If the candidate is not the principal author nor is he/she the fund-raiser, the
department head will explain to the Committee the extent and significance of the candidate’s
contribution to the publication.
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APPENDIX IV PROMOTION GUIDELINES: COLLEGE OF AERONAUTICS

Note: edited by Provost for currency: 3/31/05

The College of Aeronautics faculty should be comprised of an ideal mix of two somewhat different backgrounds.
The first is the classic academic background enhanced by some direct industry experience. The other is
distinguished career in the discipline enhanced by an advanced academic degree. Faculty of both backgrounds must
be considered in implementing programs of continued professional development and academic promotion. The
established aviation professional who joins the faculty brings to the university an accumulation of knowledge, and a
record of accomplishment, that may be unobtainable in the academic environment, yet is essential to the quality of
education expected of graduates from a premier aviation program. This background may be the basis for initial
appointment at advanced academic rank or be recognized through the promotion process.

College of Aeronautics Promotion Guidelines

The criteria activities listed below provide guidelines for promotion and are not intended to be all-inclusive. Special
cases can be made for promotion to Associate Professor. Promotion to the rank of Professor will require successful
completion of many of the activities listed, a record of accomplishment above the minimum requirements in several
areas and superior performance in at least two of the four major categories. The candidate for promotion to the rank
of Associate Professor should have a record of accomplishment as a faculty member and show promise of continued
professional growth. A positive recommendation for promotion will be based on successful completion of enough
goals to suggest that the candidate has progressed at least half way along the path to the rank of Professor.

In accordance with university policy, consideration for promotion will normally require at least five years of service
in the candidate’s current academic rank. A candidate for promotion is expected, first and foremost, to have
demonstrated excellence in teaching. In addition, consistent with university promotion criteria, the successful
candidate will have demonstrated accomplishments in the areas of scholarly activities and service to the university.
The fourth major criteria category provides for recognition of professional accomplishment in the aviation industry
and will have weight at least equal to scholarly activity and service.

Detailed procedures including dossier preparation, functioning of the School of Aeronautics Faculty Development
Committee, and expansion and explanation of the criteria activities listed below, are published in the College of
Aeronautics Promotion Policy and Procedures Manual.

Promotion Criteria

Teaching and Related Activities

1. Demonstrate a consistent record of teaching excellence.

2. Successfully develop student potential through academic advising, counseling and mentoring.

3. Serve on graduate committees and as major adviser to graduate students.

4. Develop or significantly modify and improve academic programs.

5. Develop and introduce new courses into the curriculum.

6. Introduce innovative or especially effective pedagogical methods.

7. Produce or make significant contribution to textbooks, reference manuals, computer-aided
instructional programs, case studies or other special instructional materials.

8. Obtain funding for teaching laboratories, and other instructional facilities, equipment and
programs.

9. Help develop the instructional potential of other instructors through mentoring, seminars, articles
and other forums.

10. Demonstrate diversity in a broad range of teaching assignments.

Research/Scholarly Activity

1. Publish or make significant contribution to a scholarly book.

2 Publish peer-reviewed articles in professional journals.

3. Publish articles in scholarly, technical and professional industry publications.

4 Serve as reviewer of journal articles, books or other publications or contribute to the editing of
professional publications.

S. Obtain funding for research or project activities.

6. Contribute to advancement of the field of aviation through research and presentation in
publications, seminars, lectures and short courses to professionals in the field.

7. Present papers and lectures at meetings of regional, national or international aviation-related or

educational organizations.

46



FACULTY HANDBOOK 2009 (rev. 10/09)

ervice

ORI R WD = W0O

12.
13.
14.
15.

Actively participate in seminars, symposia, scholarly conferences and professional education
programs.
Actively pursue increased academic qualification and credentials.

Perform administrative functions within the COA.

Assume an active roll in university committees.

Contribute or provide leadership to COA Committees.

Serve in a leadership role in the faculty senate.

Serve as faculty adviser to student organizations.

Contribute to recruiting and retention of students.

Participate in outreach programs sponsored by the university.

Assist with funding or equipment donations to the university.

Serve as officer, committee chairperson or committee member of a professional, technical or
scholarly society.

Participate in conference programs as organizer, moderator, lecturer or chair.

Engage in consulting with government, industry and educational institutions outside the
university.

Promote the university and the aviation profession at local, regional and national levels.
Promote industry, government, university interaction.

Provide unremunerated service to the community.

Serve on a national review accreditation committee.

Professional Accomplishments

11.

12.
13.

Attained government or professional certification of special qualification in the field of expertise.
Served an aviation enterprise as a pilot, crewmember, dispatcher, air traffic controller,
meteorologist, logistician, or other similar specialty.

Performed as a test pilot or test director, engineer, designer or analyst.

Performed as an aviation accident investigator or safety specialist.

Managed or directed aeronautical development, manufacturing, research, design or testing.
Managed or directed flight operations or support functions.

Managed or directed airport functions, navigational facilities and communications systems.
Served in highly responsible aviation related positions with government agencies such as the
FAA, NTSB, DOT, DOD or corresponding foreign or international agencies.

Conducted and reported on aviation research.

Developed, managed or conducted aeronautical professional education and technical training
programs.

Planned, directed and conducted evaluations and certification of aviation professionals, functions,
and organizations.

Published government or professional documents of significance.

Attained national recognition for aviation-related expertise and accomplishment.
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APPENDIX V. PROMOTION GUIDELINES: COLLEGE OF PSYCHOLOGY AND LIBERAL ARTS
Note: edited by Provost for currency: 3/31/05
These guidelines provide a basis for judgment in evaluating and in rewarding meritorious performance of faculty in
the College of Psychology and Liberal Arts of Florida Institute of Technology. Promotion is seen as the culmination
of efforts aimed at increasing scholarly knowledge and scholarly awareness within the faculty member’s field of
interest.
1.0 PROMOTION PROCEDURES
1.1 Collection of documentation for the promotion dossier is the responsibility of the candidate requesting
promotion. The dossier must follow the same organization and use the same headings and sub-headings as
those that are listed in Appendix I. The Dean, the Faculty Evaluation Committee or the faculty member may
initiate the promotion procedure, but all documentation must go through the Faculty Evaluation Committee
whether or not it supports the request .
1.2 The Faculty Evaluation Committee (hereafter referred to as the Committee) is a three-person committee.
Two of the members are full professors and one is an associate professor, all elected by the faculty of the
College. One of the three members will be elected specifically to represent diversity. The term of Committee
members will be two years. Vacancies will be filled by special election of the faculty. The function of the
Committee is to advise the Dean of the College on matters of faculty promotion.
1.3 Documentation for promotion (promotion dossier) is presented to and is evaluated by the Faculty
Evaluation Committee. In case of promotion from associate to full professor, additional external evaluations
will be solicited from professionals familiar with the work of the candidate. Names of external reviewers may
be provided by the candidate, the Faculty Evaluation Committee and/or the Dean. Those names may include
reviewers who know the candidate personally and those who know of the candidate only through his/her
research and publications. The names of the external reviewers will be agreed upon by both the Committee and
the candidate.
1.4 The Committee makes the recommendation by letter and forwards all documentation to the Dean for
evaluation. The Committee recommendation should list, explain, and interpret the quality of all
accomplishments of the candidate for the Dean. The Committee meets with the Dean to explain the strengths
and weaknesses of each candidate.
1.5 The Dean will interview the faculty member under consideration for promotion.
1.7 The Dean forwards the recommendations of the Dean and the Committee to the Office of the Provost.
2.0 PROMOTION ELIGIBILITY
2.1 Assistant Professor
2.1.1 Appointment as an Assistant Professor shall be based on a candidate’s potential to teach effectively and
to advance scholarly knowledge. Potential will typically be determined through the examination of an
academic curriculum vitae, letters of recommendation, and the presentation of an invited interview and
seminar. Multiple year appointment will be considered only for the holder of the terminal degree.
2.2 Associate Professor
2.2.1 Promotion of candidates to Associate Professor is not automatic, but based upon the fulfillment of
potential in scholarly activities, teaching, and service. Although service activities may not contribute to
scholarly reputation or teaching excellence, two areas for new faculty to develop, they are activities where new
faculty can contribute immediately. Therefore, the pattern of service commitment might be expected to
negatively correlate with years of service, as new scholarly pursuits come to fruition. However service
commitment should not be so great as to interfere with the development of scholarly pursuits.
2.2.2 Teaching performance of high quality will be expected of all faculty and such performance shall be
judged on the basis of peer, ex-student and student evaluation. In the absence of an adequate, universal metric
to evaluate teaching performance, the candidate must provide sufficient documentation to support his/her
candidacy.
2.2.3 Scholarship/Research qualifications shall be judged on the basis of an active and meaningful program of
scholarship. Evidence of activity shall be based on the criteria established later in this document (see section
3.0). Evidence of scholarship shall be based on a thorough review of the candidate’s research/scholarship
program by the Faculty Evaluation Committee.
2.2.4 Qualification in professional and university service shall be based on letters obtained from
administrators, supervisors and colleagues in those endeavors, and other documentation of activity.
Performance in such service must rise above the norm to be considered meritorious. For example, service on
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several thesis committees is considered the norm and would not itself be sufficient activity to advance the
candidate’s consideration in this area.
2.2.5 A candidate may be considered for a promotion to Associate Professor after a minimum of five years as
an Assistant Professor or equivalent. Requests for early promotion are considered to be exceptional, and
should be pursued only in exceptional cases.
2.3 Professor
2.3.1 Promotion to Professor shall be based on the establishment of a university and a national reputation for
scholarship.
2.3.2 The criterion elements for promotion to Professor shall be the same as those for promotion to Associate
Professor. However, the level of attainment within these criteria will be higher for promotion to Professor, and
letters shall be solicited from at least five renowned scholars in the candidate’s specialty.
2.3.4 A candidate may be considered for promotion to Professor after a minimum of five years as an Associate
Professor. There is no maximum time limit.
3.0 PROMOTION CRITERIA
3.1 The three areas in which a candidate will be evaluated for promotion are the following: Teaching
(including supervision), Research (scholarship), and Service. Each area represents a critical element of
performance for a faculty member in the School of Psychology. However, because promotion to higher rank
represents academic status, the areas of teaching and research are weighted more heavily than service.
3.1.1 In collecting recommendation information from current or former students regarding teaching or
supervision, the names of the student recommenders will be agreed upon by both the Committee and the
candidate.
3.2 The criteria for promotion are described below. The Faculty Evaluation Committee, in making a promotion
recommendation to the Dean, will use these criteria. These criteria set minimum thresholds for promotion
eligibility. Faculty who meet these criteria may be considered for promotion. Promotion is to be based upon
overall excellence of performance as opposed to meeting minimal standards.
3.3 Promotion to Associate Professor
3.3.1 Teaching
3.3.1.1 General categories for consideration and sources for evaluation
» Classroom excellence
Current student evaluations
Graduated student evaluations
Peer evaluations
* Clinical supervision
Current student evaluations
Graduated student evaluations
Peer evaluations
* Research supervision
Current student evaluations
Graduated student evaluations
Peer evaluations
+ Presentations/publications with students as co-authors.
Copies of documents
* Developed and introduced innovative pedagogical techniques
Commentary from peers and students
* Received funding from outside agencies or foundations for curriculum development, enhancing
teaching laboratories, etc.
Documentation of award
+ Introduced new courses into the curriculum, developed new academic programs, or made significant
modifications to an existing academic program, at the undergraduate and/or graduate level.
Syllabi, program descriptions and commentary from peers and program chairs
+ Published or made significant contributions to a textbook in his/her field.
Copy of book
3.3.1.2 Expectations for threshold performance per year during the previous five years
+ Classroom excellence: at least five courses evaluated “good” as a minimum
+ Clinical supervision: at least five supervision units evaluated “good” as a minimum
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» Research supervision: at least two completed theses with “good” evaluations of the supervisory process
+ Other teaching contributions: accomplishment of at least two of the other elements listed above in the
general categories of evaluation

3.3.2 Research/Scholarship
3.3.2.1 General categories of scholarship for consideration. Sources for evaluation will be copies of product,
tables of contents, letters of recognition, etc.

= Refereed publications

= Scholarly book in field

= Book chapters

= Development of assessment instruments

= Reviewed presentations at regional meetings

= Reviewed presentations at national/international meetings

= Teaching manuals, study guides, workbooks

= Computer software or Web-based publications

= Editor or associate/assistant editor of journal in field

= Non-refereed publications

= Reviewer for journal articles

= Served as chairperson or as part of the organizing committee for national or international society

meetings.

= Received grant and/or contract support for research from federal, state or private sources

= Received recognition for scholarly activities from regional, national, or international organizations.
3.3.2.2 Expectations for threshold performance per year during the previous five years. It is expected that
assistant professors will gradually establish their scholarly programs. Therefore, promotion to associate
professor will emphasize research/scholarly accomplishments that occur after an initial orientation phase
(typically, two years).

A. Activity is expected in these areas:

= Refereed book chapters or publications: at least three wherein the candidate is major contributor
= Reviewed presentations at major meetings: at least two wherein the candidate is major contributor

B. Activity in these areas may supplant deficits in above category:

= Books: none expected, but may contribute greatly to overall evaluation

= Assessment instruments, teaching manuals, software, etc.: none expected, but may contribute greatly to
overall evaluation

= Editor, reviewer for professional journal: none expected, but may contribute greatly to overall
evaluation

= Received grant and/or contract support for research from federal, state or private sources: none
expected, but may contribute greatly to overall evaluation

= Received recognition for scholarly activities from regional, national, or international organizations.

3.3.3 Service
3.3.3.1 General categories of service for consideration. Sources for evaluation will be copies of product, tables of
contents, letters of appointment, recognition, thanks, etc.
=  University (e.g., faculty senate, curriculum committee)
= Served as faculty representative (adviser) to student clubs, societies or organizations
= Thesis/dissertation committee membership (non-chair)
= Professional society service (committees for meetings, small-group newsletter editor, etc.)
=  Community service (board of directors for charitable groups, adviser for schools or charitable
organizations, etc.)
3.3.3.2 Expectations for threshold performance per year during the previous five years. It is expected that assistant
professors will have service commitments in at least university and school areas.
3.4 Promotion to Full Professor
3.4.1 Teaching
3.4.1.1 General categories for consideration and sources for evaluation
» Classroom excellence
Current student evaluations
Graduated student evaluations
Peer evaluations
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Clinical supervision
Current student evaluations
Graduated student evaluations
Peer evaluations
Research supervision
Current student evaluations
Graduated student evaluations
Peer evaluations
Presentations/publications with students as co-authors.
Copies of documents
Developed and introduced innovative pedagogical techniques.
Commentary from peers and students
Received funding from outside agencies or foundations for curriculum development, enhancing
teaching laboratories, etc.
Documentation of award
Introduced new courses into the curriculum, developed new academic programs, or made significant
modifications to an existing academic program, at the undergraduate and/or graduate level.
Syllabi, program descriptions and commentary from peers and program chairs
Published or made significant contributions to a textbook in his/her field.
Copy of book

3.4.1.2 Expectations for threshold performance per year during the previous five years

Classroom excellence: at least five courses evaluated “good” as a minimum

Clinical supervision: at least five supervision units evaluated “good” as a minimum

Research supervision: at least four completed theses with “good” evaluations of the supervisory
process

Other teaching contributions: accomplishment of at least four of the other elements listed above in the
general categories for evaluation

3.4.2 Research/Scholarship
3.4.2.1 General categories of scholarship for consideration. Sources for evaluation will be copies of product,
tables of contents, letters of recognition, etc.

Refereed publications

Scholarly book in field

Book chapters

Development of assessment instruments

Reviewed presentations at regional meetings

Reviewed presentations at national/international meetings

Teaching manuals, study guides, workbooks

Computer software or Web-based publications

Editor or associate/assistant editor of journal in field

Non-refereed publications

Reviewer for journal articles

Served as chairperson or as part of the organizing committee for national or international society
meetings.

Received grant and/or contract support for research from federal, state or private sources
Received recognition for scholarly activities from regional, national, or international organizations.

3.4.2.2 Expectations for threshold performance per year during the previous five years. It is expected that
associate professors will solidify their scholarly programs during their minimum five-years in rank. Promotion
to professor will emphasize not only documentation of individual categories of evaluation, but also the
systematic and programmatic character of these activities. Hence, in addition to the demonstration of activity
listed below, a characterization of the programmatic quality and overall contribution to the scholarly field is
expected from external references.

A. Activity is expected in these areas:

Refereed book chapters or publications: at least five wherein the candidate is major contributor
Books: one book or the prospectus for one is expected
Reviewed presentations at major meetings: at least five wherein the candidate is major contributor
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= Editor, reviewer for professional journal: either appointment to a panel of reviewers for a journal in the
area of scholarship or contribution as an ad hoc reviewer

B. Activities in these areas may supplant deficits in above category:

= Assessment instruments, teaching manuals, software, etc: none expected, but may contribute greatly to
overall evaluation.

= Received grant and/or contract support for research from federal, state or private sources: none
expected, but may contribute greatly to overall evaluation.

= Received recognition for scholarly activities from regional, national, or international organizations.

3.4.3 Service
3.4.3.1 General categories of service for consideration. Sources for evaluation will be copies of product, tables of
contents, letters of appointment, recognition, thanks, etc.

=  University (e.g., faculty senate, curriculum committee)

= Served as faculty representative (adviser) to student clubs, societies or organizations

= Thesis/dissertation committee membership (non-chair)

= Professional society service (committees for meetings, small-group newsletter editor, etc.)

=  Community service (board of directors for charitable groups, adviser for schools or charitable

organizations, etc.)

3.4.3.2 Expectations for threshold performance per year during the previous five years. It is expected that associate
professors will have service commitments in at least university, school, and professional areas.
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APPENDIX VI PROMOTION GUIDELINES: COLLEGE OF BUSINESS

Note: edited by Provost for currency: 3/31/05

Promotion Guidelines

The College of Business (COB) has established a Faculty Review and Promotions Committee. One of the
responsibilities of this committee is the development of promotion criteria guidelines for the COB faculty. These
guidelines are derived from the Florida Institute of Technology Faculty Handbook and the mission of the COB.
They are intended to provide guidance to the faculty as to the types and quality of professional activities required for
promotion. The guidelines are also intended to assist the Dean in coaching faculty members and recognizing
noteworthy faculty performance.

1.0 PROMOTION PROCEDURES

The individual faculty member candidate is responsible for collecting the documentation for the promotion dossier.
The dossier must follow the same organization and use the same terms listed in Appendix I of the Faculty
Handbook. Either the Dean or the faculty member may initiate the promotion procedure; however, all
documentation must be forwarded through the Dean, whether or not there is support for the promotion.

1.1. The promotion dossier must be presented to and evaluated by the Dean. For promotion from associate to
full professor, at least five external letters must be solicited from professionals familiar with the
candidate’s work. At least two of the external letters must not be close colleagues or mentors. The
candidate may provide suggested names of those who can serve as external reviewers; however, the Dean
must be the person who solicits the external evaluation letters.

1.2. A letter of recommendation from the Dean and the promotion dossier are then forwarded through the
Provost to the Committee on Faculty Promotion (CFP) for evaluation.

2. PROMOTION ELIGIBILITY

2.1. Assistant Professor
Appointment as an Assistant Professor shall be based on a candidate’s potential to teach effectively and to contribute
to the advancement of scholarly knowledge. Potential will typically be determined through the curriculum vita,
letters of recommendation, and the presentation of an invited interview. Appointment will normally be considered
for a holder of the terminal degree.

2.2. Associate Professor

Promotion to Associate Professor at the Florida Institute of Technology is based on the achievement of goals and the
successful performance of activities set forth in the established criteria (as outlined below). Promotion to the rank of
Associate Professor will be based upon a sufficient number of the goals and activities listed below to suggest that the
candidate is at least half way along the path to Full Professorship. A candidate may be considered for promotion to
the rank of Associate Professor after a minimum of five years as an Assistant Professor or equivalent.

2.3. Professor

A candidate may be considered for promotion to Professor after a minimum of five years as an Associate Professor.
3.0 PROMOTION CRITERIA
The areas for professional development and evaluation for promotion are consistent with those specified in
the Promotion Dossier Format, Appendix I of the Faculty Handbook. These include (1) Teaching and
Related Activities, (2) Research and Scholarly Activities, and (3) Service Activities.

3.1 Teaching and Related Activities.

Candidates for promotion to Professor will have a performance record that includes most of the activities specified
below. Candidates for promotion to Associate Professor will demonstrate proficiency in many of the activities listed;
enough to suggest that the candidate is at least half way along the path to Full Professorship.

i) Consistent, positive student evaluations of classes

ii) Service as adviser for graduate and undergraduate students

iii) Service on and chairing Master committees

iv) Service on Ph.D. committees

v) Service as faculty adviser to student clubs, societies or activities

vi) Service as an external member of student examination committees

vii) Design and introduction of new courses into the curriculum

viii) Development of new academic programs at the undergraduate or graduate level.

3.2. Research and Scholarly Activities.

Candidates for promotion to Professor will have a consistent record of national and international publications during
the years preceding promotion.
i) Published articles in refereed journals
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ii) Published papers in refereed proceedings
iii)  Published articles in practitioners’ magazines
iv)  Presentations at state/regional/national conferences
V) Published papers in non-refereed proceedings
vi)  Publication of textbook
vii)  Contributions to publication of texts, study guides or manuals
viii) Publication of case studies.
ix)  Monograph
X) Chapters of textbooks
xi)  Funded research or research grants
xii)  Proposals for externally funded research
xiii) Publication of COB working paper
xiv) Invited speeches related to academic discipline to professional non-academic conferences and public
groups
3.3. Service Activities. Candidates for promotion to Professor will have a record of performance that includes
service to the university and local community as well as service to the profession.
3.3.1. Service to University and Local Community
1) University governance committees
ii)  University academic and examining committees
iii)  Participation in student engagement activities
iv) COB committees
v)  Scholarly lectures in non-conference settings
vi) Service to community
vii) Service as member of board of directors for charitable and public service organizations
viii) Service as consultant in area of technical expertise to private or public sector organizations
332 Service to Profession
i)  Professional society service
ii)  Service as journal chief editor or area editor
iii)  Service as reviewer on papers for refereed journals
iv)  Service as reviewer for refereed proceedings and conferences
v)  Session chair, discussant, panelist at state/national/international conferences
vi) Service as member of Accreditation Visiting Teams
vii) Newspaper articles or editorials related to academic discipline
3.4. Multi-authored Publications
In principle, collaborative efforts and multi-authored publications are highly valued within the COB. However, for
the evaluation of a candidate for promotion, a multiple-authored publication is not assigned the same value as a
single-authored publication. In compiling the dossier, the candidate should clearly indicate the identity of the
principal author of multi-authored publications, as well as an estimate of the percentage of the candidate’s
contribution to the overall effort of each multi-authored publication. This requirement is not intended to denigrate
the intellectual merit of multi-authored works, but to answer the questions inevitably asked when the Committee on
Faculty Promotions (CFP) meets annually to consider and deliberate on the merits of the promotion dossiers
submitted to them for evaluation.
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