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Appendices 
 
1. Variable Work Policy 

 
Variable Work Assignment Policy for Tenure-System Faculty 
This policy addresses the fact that concentrated effort in one of the three areas may 
require the faculty member to redistribute the normal percentages of effort. 

 
Standard distribution 
The standard distribution of effort for tenure-system faculty in an academic year is as 
follows: 40% teaching; 45% research and publication; 15% service/engagement 

 
Each faculty member is expected to make demonstrable contributions in the three areas 
each year, unless otherwise stipulated. 

 
Guiding principles: 
The Variable Work Assignment Policy is guided by the following principles and values: 
• All three areas —teaching, research, and service/engagement—are part of the regular 
responsibility of tenure-system faculty. Under normal circumstances, no category may 
be reduced to zero effort. 
• At different times or in response to different opportunities, emphases can temporarily 
shift. 
• Tenure carries with it both the right and the responsibility of the faculty member to 
determine, in concert with the department chair, priorities for carrying out one’s work in 
light of the missions of the department, college, and university. 

 
REDISTRIBUTION AGREEMENT: 
Each case of redistribution of effort must be accompanied by a Redistribution 
Agreement, prepared and agreed to by both the chair of the department and the faculty 
member before the redistribution may take effect. 
• The Agreement should detail the length of time for which the redistribution is to be in 
effect. 
• The Agreement must detail how the reassignment will affect the evaluation of the 
faculty member ’s work for merit pay. 
• Faculty are obliged to negotiate these arrangements in a timely manner, especially in 
order to facilitate programmatic scheduling. 
• In most cases, the Agreement should be agreed upon at least one semester before 
the semester in which the redistribution would take effect. 

 
Redistribution of effort: 
Request for redistribution of effort may be initiated by either the faculty member or the 
chair. Redistribution of effort may be triggered by one of the following: 
1) A contractual administrative responsibility 
2) A sabbatical agreement 
3) Receipt of a grant, fellowship, or award that buys out some portion of a teaching 
assignment 



4) Leaves of absence (paid or unpaid) 
5) In addition to the above four conditions, an agreement for the redistribution of effort 
may be reached between the chair and the faculty member as a long-term plan to 
respond to changing circumstances in the faculty member ’s professional work. Typical 
arrangements would be the following: 

• 10% redistribution from research to teaching for a 50-35-15 arrangement.     
This arrangement requires that the faculty member teach 2 courses one semester and 3 
courses the other. 

• 20% redistribution from research to teaching for a 60-25-15 arrangement. 
This arrangement requires that the faculty member teach 3 courses per semester. 

• 10% from research to service for a 40-35-25 arrangement.  This arrangement 
increases the expected service work and reduces the expected research output. 

• 20% redistribution is the maximum allowed. 
 
Faculty members who have arranged for retirement and/or consultantships leading to 
retirements (prior to the formal departmental adoption of this policy) are excluded from 
this policy. 



2. Department of English Mentoring Policy 
 
Note: the policy outlined below aligns with the CAL mentoring policy, but provides some 
specifics in terms of how mentoring is undertaken, and expands on that policy in terms 
of who (ideally) is included in mentoring. There are a number of helpful resources listed 
in the document and in the endnote. We may want to develop a departmental 
mentoring handbook, preferably a web-based set of guidelines and resources.  

 
Because mentoring is central to the retention and development of faculty at all levels, it 
is an important component of service.  

 
Mentoring is a responsibility of the Department as a whole, and of each member of the 
Department individually. It includes both formal and informal support, and is available to 
each member of the faculty, regardless of rank and employment status. It includes  

 Group Advising Sessions, Focused Support Workshops, and other necessary           
 interactions in group settings, as well as individual interactions. Faculty serving as  
 mentors will be provided with guidance in understanding their role as mentors, and in  
 how to fulfill that role effectively; mentees will be provided guidance on their role and  
 responsibilities in the mentor/mentee relationship. Both mentors and mentees should  
 consult http://fod.msu.edu/resources-faculty-mentoring for policies and suggestions. 
Additional resources that may be helpful in defining roles and establishing specific 
practices are listed in this endnote: i 
Group advising and mentoring – Full and Associate faculty work in teams with groups of 
untenured faculty, covering areas necessary for success in achieving tenure and 
promotions: 

� Clarify department and college expectations for promotion and tenure, and 
discuss strategies for success in evaluation processes 

� Advise on optimal time allocation across research, teaching, and service 
missions 

� Offer workshops and other group activities aimed at helping mentees setting 
long-term goals and short-term objectives; also on setting priorities and planning 
for professional development 

� Offer workshops on Teaching: course preparation, innovative teaching, 
classroom dynamics and interactions, student-centered assignments and 
projects, working with TAs, community engaged and service learning, meeting 
University Learning Goals, etc. These can also be peer to peer, or peer to all, so 
that new and developing faculty can share strategies they’re using, and introduce 
innovative models of teaching. Experts brought in as deemed useful, such as 
those from Service Learning and Civic Engagement Center. A regular schedule 
of such workshops and interactions should be offered each year to cover aspects 
of advising and mentoring best addressed in groups. 

In addition, new faculty will be assigned a peer mentor and a more senior mentor, the 
latter preferably in a related field. Peer-to-peer mentoring can help in developing 
networks, teaching strategies, and perhaps also in exchanging research. [The specific 
responsibilities in peer-to-peer mentoring should be explicitly defined.] Senior mentors 

http://fod.msu.edu/resources-faculty-mentoring


will hold responsibility for the majority of formal mentoring not covered in workshops and 
group mentoring interactions. 
 
Assignment of mentors should take place at the beginning of the first year of a junior 
faculty member 's service at MSU, and continue through tenure. If either the mentor or 
the mentee feels that the relationship is not effective, they will meet with the chair 
individually to discuss concerns and issues, and the Chair will either offer 
recommendations and interventions for establishing a better relationship, or appoint a 
different mentor. Mentors should be readily available, be proactive in establishing the 
relationship and the schedule of meetings and interactions, and they should be 
prepared to assist in the following ways, accommodating, as best they can, individual 
needs and policy expectations: 

� Listen actively and attentively to the mentee’s needs and concerns, and respond 
to those either with direct suggestions or by connecting them with others who can 
address their concerns 

� Serve as a source of information, or as a guide to others who can provide 
needed information 

� Provide support and advice. Confidential information shared must remain 
confidential 

� Consult with the Chair, with the mentee’s approval, to convey needs and 
concerns that you cannot address 

� Advise on setting priorities and creating a professional development plan, in 
connection with the workshops on these areas 

� Encourage submission of proposals and papers, and help critique drafts; suggest 
conferences journals, and publishers likely to be beneficial to mentee. 

� Advise on development of new research collaborations; connect with other 
scholars at MSU and beyond 

� Help identify appropriate opportunities for engagement and leadership within the 
department, college and university 

� Assist with developing professional networks, at MSU, regionally, nationally, and 
internationally 

� Suggest strategies for avoiding pitfalls, overcoming difficulties, and saying "no" 
when appropriate 

� Meet with Chair and mentee at least once annually 
 
Associate Professors will be offered workshops on developing their careers, defining a 
trajectory toward promotion, strategizing research and creative effort toward longer-
term goals, strategically engaging with administrative and other advancement 
opportunities, etc. Recently promoted faculty should participate in College Mentoring 
Group for 1-2 years shortly after promotion. They will also be assisted in identifying 
and approaching mentors for this phase of their career if they do not already have at 
least one on campus and one in their field. 
 
Full Professors will be encouraged to take on administrative positions, participate in 
university governance, and contribute in other ways to the culture of service and 
support. They will participate in the College Mentoring Group for 1-2 years shortly after 
promotion. 



Non-tenure stream faculty are encouraged to attend mentoring workshops pertinent to 
their needs and interests. Additionally, they will be assigned a mentor when they are 
present in a visiting capacity, and on request if they are on a continuing contract.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3. Protocols for Communicating Student Concerns 
 
These protocols outline how students in the Department of English can voice concerns 
about their experiences in our courses, our programs, and our events. Faculty, 
Academic Staff, and Administrative Staff should share these protocols with 
undergraduate and graduate students. 
 
Instructional Concerns 
Students who have concerns about a course syllabus, assignment, or activity should 
first attempt to discuss these matters with the course’s instructor of record.  
 
If obstacles exist or the attempts at discussion fail, students should make an 
appointment to express their concerns with the Associate Chair of Undergraduate 
Studies or the Associate Chair of Graduate Studies, or the Department Chairperson. 
 
These Department members will help the student assess the situation and may 
recommend/undertake a further course of action. 
 
Mentoring Concerns 
Students in a mentoring relationship with faculty, such as graduate students who assist 
in IAH sections, should first raise their concerns with the mentor/instructor of record, if 
possible. 
 
If obstacles exist or the attempts at discussion fail, students should make an 
appointment to express their concerns with the Associate Chair for Undergraduate 
Studies or the Associate Chair for Graduate Studies, or the Department Chairperson. 
 
These Department Administrators will help the student assess the situation and may 
recommend/undertake a further course of action. 
 
Title IX Issues, Bullying, and Other Forms of Harassment and Discrimination 
NOTE: Under Title IX, Faculty, Academic Staff, and Administrative Staff are mandatory 
reporters.  
 
Title IX holds that “discrimination on the basis of sex includes: 

• Excluding, separating, denying benefits to, or otherwise treating a person 
differently on the basis of gender 

• Sexual Harassment 
• Sexual Violence, which includes sexual assault, relationship violence, and 

stalking” (titleix.msu.edu)  
 
Students who experience discrimination that falls under these categories should talk to 
any Faculty or Staff person. If the student identifies a Faculty or Staff person in the 
Department of English as an alleged perpetrator of this discrimination, the student 
should talk to the Associate Chair for Undergraduate Studies, the Associate Chair for 
Graduate Studies, or the Department Chairperson. 
 
These discussions are subject to mandatory reporting protocols. Investigations and/or 
disciplinary action may result. 
 

http://titleix.msu.edu/


Students who experience bullying and/or other forms of harassment and discrimination, 
including violations of MSU’s Anti-Discrimination Policy (ADP), in their classrooms or in 
relation to their connections with Department Faculty or Staff, should talk to the 
Associate Chair for Undergraduate Studies, the Associate Chair for Graduate Studies, 
or the Department Chairperson. 
 
These conversations may result in the filing of a report with MSU’s Office of Institutional 
Equity.  
 
In all cases, though, Department Administrators will help the student assess the 
situation and may recommend/undertake a further course of action, including 
disciplinary action.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://oie.msu.edu/policies/adp.html


4. Curricular Change Approval Process 
 

The process for changing courses (focus, prerequisites) should come before the UPC. 
The group of faculty affected by the change should be making the decisions about that 
course. If the affected faculty are a subset of the department (e.g., English Ed, Creative 
Writing), they should approve the changes first, and then the proposal goes to UPC. If the 
changes affect the department as a whole, the UPC can develop and approve the 
proposal, and then take that to the faculty for discussion and a vote, or the changes can 
emerge from faculty discussion and move to UPC for formal proposal and approval, 
before returning to Department for a vote. 
 
For program changes, discussion should take place first among the faculty involved, 
then move to UPC for approval/vote, then Policy to vote, then Department as a whole 
votes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



5. RPT Procedures for Jointly Appointed/Assigned Faculty (pending 
CAC approval) 
 
GUIDELINES SPECIFIC TO JOINTLY APPOINTED OR ASSIGNED FACULTY 
Each tenure-system faculty member with a joint appointment or assignment within CAL, 
regardless of percentage of appointment or assignment, must have a memorandum of 
understanding (MoU) to further supplement and clarify agreements outlined in their offer 
letter. (Please refer to the College of Arts & Letters Memorandum of Understanding and 
Annual Review Guidelines for Tenure-system Faculty with Joint Appointments and 
Assignments in CAL.) 
 
A candidate will be recommended for renewal, tenure, or promotion only when it is in the 
best interest of the University, when the totality of the record is consistent with renewal or 
promotion, and when there is a high level of performance under the expectations as 
outlined in the MoU. 
 
All faculty members with majority appointments or assignments in CAL will be evaluated 
according to the criteria and procedures specified in the bylaws/RPT guidelines of the 
CAL unit in which they have their majority appointment or assignment. 
 
Each CAL department will use its own standard weighting scheme for accomplishments 
in teaching, research, and service for faculty jointly appointed or assigned, bearing in 
mind the fraction of the overall appointment that resides in the minority appointment unit.  
 
In terms of procedures for RPT review, supplementing the General Guidelines included 
above: 
 

● The candidate will submit one Dossier.  
● The candidate’s most recently negotiated joint appointment or assignment MoU will 

be included in the Dossier. 
● A summative evaluation of the candidate’s overall contributions to the minority unit 

will be provided by the head of that unit to the head of the majority unit and the 
associated RPT committee for consideration in the departmental reappointment 
and tenure review. 

● The majority unit will follow the following RPT Committee guidelines: 
 

RPT Committee: For faculty with a majority appointment in one CAL 
department and a minority appointment or assignment in another CAL unit, 
the make-up of the RPT Committee will follow the guidelines for the majority 
department, but include one representative from the minority unit. This 
representative will be chosen jointly by the majority department executive 



officer and the minority unit’s executive officer. The minority unit committee 
member will have the same participatory and voting rights as the other RPT 
committee members from the majority unit. The nature of the candidate’s 
appointment, including any MoUs, will be shared with the RPT Committee. 
 
RPT External Evaluators: For faculty with a majority appointment in one 
CAL department and a minority appointment or assignment in another CAL 
unit, external evaluations are a critical component of the reviews for tenure, 
promotion to associate professor, and promotion to professor, but are not 
utilized for the third-year reappointment. 

 
The referees will be informed of the nature of the joint appointment or 
assignment, the particulars of the candidate’s appointment or assignment 
and expectations, and the criteria for the review.  
 
If the candidate’s research portfolio includes interdisciplinary work, then the 
referees will be chosen such that their combined expertise spans all of the 
relevant fields. 
 
The candidate will submit the names of up to four potential referees, from 
which the majority CAL administrator and the minority unit administrator will 
jointly choose a minimum of two; all of these will meet the criteria of rank 
and independence described above. The CAL unit leaders will then jointly 
add additional names not suggested by the candidate to make up the full list 
of those to be asked for letters; the candidate will not be told the identities of 
any of the individuals on the final list. The final number of letters received 
from referees chosen by the CAL unit leaders will match or exceed the 
number received from individuals suggested by the Candidate. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6. Memorandum of Understanding Checklist for Jointly 
Appointed/Assigned Faculty 
 

College of Arts & Letters 
Memorandum of Understanding (MoU) Checklist 

 
 

This checklist is designed as a guide for the writing of a variety of types of MoUs and 
contains potential language that should be modified so that it pertains to the details of the 
particular position shared by the two units. All unit heads and the faculty member must be 
consulted when drawing up the MOU. This document does not provide legal advice. A 
copy of the MoU needs to be sent to the majority unit head, the minority unit head, the 
faculty member, and the CAL Associate Dean in charge of personnel. 
 
 
_____ 1. State the names of the units involved in the joint appointment or joint 
assignment as well as the faculty member. Include faculty member’s rank and type of 
appointment  [tenured, tenure track, fixed term faculty, fixed term academic specialist, 
academic specialist in the continuing system] 
 
_____ 2. Location of the appointment of the faculty member. If a joint appointment, then 
list the percentages of both appointments and locations. If a joint assignment, then list the 
percentages of both assignments and locations. 
 
_____ 3. Outline the teaching, mentoring, and advising load in each unit with 
percentages. To the extent possible, their teaching assignment will be chosen to support 
their  research program. 
 
_____ 4. Provide clear definitions of expectations, so that the research and 
service/outreach/ leadership expectations are clear to all parties. It is important that both 
units take the service requirements of the other into account, so that the faculty member 
is able to successfully balance expectations. These activities could be very well defined 
here to include, if needed, what committee(s) would be served on, etc. 
 
 _____ 5. Links to the expectations for promotion and tenure in both units should be made 
clear. 
 
 _____ 6. Any other research or office space, support services, equipment issues should 
be clarified. 
 
 _____ 7. Any indirect funds generated by an external grant or other pertinent budgetary 
issues should be clarified if they are to be shared between units.  
 
 _____ 8. Mentors should be offered in both units and the mentoring policy of each should 
be made clear. 
 
 _____ 9. If there is a time limit on the agreement, then it should be specified. If a joint 
agreement is to be terminated, then the CAL Associate Dean in charge of personnel 
should be consulted. 
 



 _____ 10. The memo is signed and dated by the faculty member, the head of both units.  
 
 _____ 11. Include the date of most recent meeting when agreement was made and/or 
reviewed. Signatures should be included to acknowledge review of the document. 
 
 
Updated 4/3/18 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



7. Funding Requests 
 
Faculty should budget the funds in their individual professional development accounts for 
items such as computer upgrades, office furniture, travel, association membership dues, 
invitations/catering for special events within their own courses, etc. 
 
Funding requests for other purposes should, first, be submitted to the relevant program 
director.  
 
Requests for departmental support should make use of the following form (cut and paste 
into new word doc) and be submitted to the Chair and FO with as much lead time as 
possible.  
 

 
 
 
 
 
 

Department of English 
Funding Request Form 
 
Name: 
 
Event/Purpose: 
 
Date and Location: 
 
Itemized Budget: 
 
 
 
 
 
 
 
 
 
 
 
 
Funds from Other Units: 



8. Merit Review Cover Form and Narrative Template (with version 2) 
 
COVER FORM 
name: 
 
appointment:  
percentage of effort to research: ______  teaching: ______  service/outreach: ______  
 
are you jointly appointed?  ___ yes       ___ no   
if so, with what program/dept? ____________ 
what is the per cent of your appt in ENG? _____ 
 
do you have add’l responsibilities (as editor, administrator, etc.)?  ___ yes ___ no 
 
please identify your role and acknowledge how you are compensated (e.g. buyout, salary 
percentage; if you have no special arrangements, you should note the standard 
45%/40%/15%):  
 
 
NARRATIVE: Please use the following sections as an opportunity for careful reflection 
and the articulation of future professional plans over the next three years. 
 
part one: research/publication and professional activity  
How have your research/creative and professional activities during the period under 
review contributed to your broader goals? What are the milestones and endpoints of 
those goals? In what ways do your accomplishments and plans engage with the 
department’s and college’s goals and mission? Be sure to draw attention to items not 
explicitly foregrounded on your annotated CV.  
 
part two: teaching  
How have your teaching activities during the period under review contributed to your 
broader goals (looking forward into the next three years)? What are the milestones and 
endpoints of those goals? In what ways do your accomplishments and plans engage with 
the program’s and department’s learning goals and mission? Be sure to draw attention to 
items not explicitly foregrounded on your annotated CV, such as new course 
preparations, contributions to course and program development, attendance at 
pedagogical workshops and the changes prompted by these sessions, etc. 
 
 
LIST MSU COURSES TAUGHT (Indicate those in which you worked with a TA) 
 
SPRING yr 1  (SCH)    FALL yr 1  (SCH) 
 
_________  _____    __________  ______ 
 
_________  _____    __________  ______ 
 
_________  _____    __________  ______ 
 
SPRING yr 2  (SCH)    FALL  yr 2 (SCH) 
 



_________  _____    __________  ______ 
 
_________  _____    __________  ______ 
 
_________  _____    __________  ______ 
 
 
part three: service   
How have your service responsibilities during the period under review contributed to your 
broader goals (looking forward into the next three years)? What are the milestones and 
endpoints of those goals? In what ways do your accomplishments and plans engage with 
the program’s and department’s goals and mission? Be sure to draw attention to items 
not explicitly foregrounded on your annotated CV, such as the level of your contributions 
(dept, college, univ, profession), work intensiveness of specific committees, and how your 
service contributions scale to your rank. Senior members of the department should also 
be precise about how they have actively mentored colleagues at lower ranks and/or 
otherwise contributed to the department’s culture of reciprocity, recognition, and respect. 
 
part four: outreach  
How have your outreach activities during the period under review contributed to your 
broader goals (looking forward into the next three years)? What are the milestones and 
endpoints of those goals? In what ways do your accomplishments and plans engage with 
the department’s goals and mission? Be sure to draw attention to items not explicitly 
foregrounded on your annotated CV. 
 
part five (optional): additional comments and plans 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



9. [univ guidelines for future policy on] Community Norms 
 
Prepared by Bill Donohue (Faculty Grievance & Dispute Resolution Office) and Juli Wade (Academic Advancement Network), 
April 2018  
 
Michigan State University outlines three core values: Quality, Inclusiveness, and Connectivity. Many of us 
are reflecting on how well we and the individuals we lead are upholding these principles, and what we all 
can do to create and maintain a climate in which our actions genuinely embody them. MSU’s statement 
on our core value of inclusiveness highlights the importance of “varying perspectives and a promise of 
mutual respect”.  
 
In support of this idea, handbooks and other materials outlining policies and procedures for MSU 
employees, for both academics and support staff, contain sections on expectations of professional 
behavior. We encourage you to increase awareness of these university-level requirements, and suggest 
that each unit consider corresponding sections for their bylaws.  
Regardless of whether units approve regulations within their governing documents, we encourage the 
development of texts outlining Community Norms. Here, we offer some suggestions for process and 
topics. The material below is not exhaustive and may not apply to all units, but is intended to provide 
ideas for consideration.  
 
Development of Document  
Please be inclusive in the creation of the text, in terms of both ideas and language. All stakeholders should 
be involved, and substantial buy-in will be required for meaningful impact. Refrain from excessive detail, 
but provide sufficient examples for clarity. It is impossible to imagine every situation that may arise. 
Consider including language related to expectations that:  
1. We each take responsibility for our words and actions.  
2. When a violation of community norms occurs, observers will speak up and will be listened to (you might 
also note where they should report various types of incidents).  
 
Examples  
Collegiality Standards might address factors including, but not limited to:  
1. Power Differences: University life can be hierarchical, and power differentials exists across numerous 
levels, including students, administrators, faculty, and academic and support staff. These differences can 
create an atmosphere in which power is an overt dimension of the relationship, or the effects of 
differential control can be far more subtle. Professional conduct assumes that individuals are aware of, 
and avoid abusing, increased rights and capacities that can be associated with a range of positions and 
degrees of experience.  
2. Respect and Civil Behavior: Language endorsed by the University Committee on Faculty Affairs and the 
University Committee on Student Affairs, and approved by the Academic Council on April 20, 2010, 
includes a “call upon all who participate in university events to promote tolerance and civil behavior and 
to hold themselves to high standards that reflect the university’s commitment to respect viewpoints that 
may be different from their own. Only by respecting individuals with diverse perspectives and ideas can 
we build an environment of civility that is conducive to advancing knowledge and transforming lives”.  
3. Bullying: MSU has clear policies against harassment and discrimination, which relate to protected 
characteristics. While MSU does not yet have a university level definition of or policy on bullying, it is 
useful to consider related material from similar institutions. For example, Oregon State University defines 
bullying in the following manner (http://eoa.oregonstate.edu/bullying-policy): “conduct of any sort directed 
at another that is severe, pervasive or persistent, and is of a nature that would cause a reasonable person in 
the victim's position substantial emotional distress and undermine his or her ability to work, study or 
participate in his or her regular life activities, and actually does cause the victim substantial emotional 
distress and undermines the victim's ability to work, study, or participate in the victim's regular life 
activities.” Bullying can take many forms, including overt verbal or physical aggression to exert power, as 



well as more subtle forms that often come from individuals C.K. Gunsalus calls “victim Bullies… [who] are 
aggrieved and are trying to get their own way as recompense for their perceived mistreatment” (from the 
College Administrator’s Survival Guide, 2006, p. 124). 
4. Rude or Inconsiderate Behavior, Microaggressions: Conduct that is not severe, pervasive or persistent is 
generally not viewed as bullying, but it may fall short of reasonable expectations for behavior toward 
others. Some language regarding appropriate interactions with others may be valuable. 
5. Transparency and Privacy: What types of information should be shared within a unit, under what 
conditions, and by whom? Clarifying intentions and decision making processes, as well as relevant data on 
which decisions are based, can facilitate a culture of respect and enhance productivity. However, it is not 
appropriate that all individuals have access to all information. 
6. Fairness and Balance: Consider providing material on the importance of engaging multiple, diverse 
perspectives in decision making. 
7. Good Intentions: It may be of value to include a statement related to underlying assumptions 
about the behavior of others. Perhaps an agreement to avoid jumping to conclusions and to start 
from the idea that others mean well (or at least are not acting with an intention to harm) might be 
useful. 
 
Communication Practices that facilitate adherence to collegiality standards might include, but not be 
limited to, situations such as:  
1. Email: This form of communication should not be used to disrespect, demean or in any other ways 
foment an atmosphere of intimidation or intellectual dishonesty. For example, email should be succinct, 
respectful, and not be used to harass or slander individuals in any way. When is it appropriate to use all 
CAPS? When is it appropriate to bcc, cc, and/or reply to all? By when is a response expected?  
2. Scheduling: Procedures associated with scheduling (and control of shared calendars) should be clearly 
understood. The importance of involvement of stakeholders in meetings and the potential impact of 
scheduling at particular times based on availability should be considered.  
3. Faculty Meetings: Deliberations in meetings must be respectful and aimed at addressing issues; 
personal attacks must be avoided. These exchanges should demonstrate intellectual honesty and 
openness to criticism and change.  
 
 
 
 
 
 
 
 
 
 
 
 
 

 

i    https://files.eric.ed.gov/fulltext/ED411566.pdf.  
https://files.eric.ed.gov/fulltext/ED400868.pdf.  
http://faculty.washington.edu/olmstd/research/Mentoring.html. 
http://fod.msu.edu/sites/default/files/Anderson-Overview-of-Effective-Mentoring-LEAD-Handouts-2015.pdf. 

http://faculty.washington.edu/olmstd/research/Mentoring.html
http://fod.msu.edu/sites/default/files/Anderson-Overview-of-Effective-Mentoring-LEAD-Handouts-2015.pdf
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