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Welcome to the Learning, Technology and Leadership Education Department at James Madison University!  You are now a member of an active, vital learning community of dedicated students and faculty members committed to the profession of Education.  

This handbook is a resource specific to our department, programs, faculty, staff and students.  Read it carefully and keep it handy. The handbook provides practical information and suggestions on contributing to our LTLE department.  

As a faculty member, you will advise students both formally and informally. Supporting student learning and career goals is our first priority.  Those undergraduate students who show promise should be nurtured to consider graduate education.
About the College and Department 


The Learning, Technology and Leadership Education Department, in the College of Education at James Madison University, is one of five departments in the college.  The other College of Education departments are Early, Elementary and Reading Education; Middle, Secondary and Math Education; Exceptional Education and Military Science.  The Learning, Technology and Leadership Education Department unite expertise and resources necessary for learning across the lifespan. Programs within our department meet the needs of teacher education and provide grounding for persons entering or advancing in positions associated with learning and leadership in education, business, industry, government, and other public and private sector organizations.  

Our department houses six programs or areas of study: Educational Foundations & Diversity, Educational Media, Educational Leadership, Educational Technology, Human Resource Development, Adult Education/Human Resource Development, Teaching English to Speakers of Other Languages (TESOL) and the ESOL Career Development Academy through the English Language Learning Collaborative (ELLA).   


LTLE graduate programs in Educational Leadership, Adult Education/Human Resource Development and Educational Technology serve college graduates who want to expand their skills and enhance their career potential, particularly working professionals where skills in developing and leading people have become critical to their organizations’ success.  


LTLE undergraduate programs and courses introduce and develop a wide range of skills. Educational Foundations and Diversity engage teacher education candidates in the history, philosophy and analysis of education with special attention given to multiculturalism and global competence.  Educational Media can be pursued as a minor by students in any major on campus, including teacher education.  The HRD minor is pursued by students in any major on campus, other than teacher education.  

The English Language Learning Academy (ELLA) a collaborative of College of Education and other JMU Departments and offices houses the Teaching English to Speakers of Other Languages programs which are slated to include: an undergraduate and graduate initial licensure program, a non-licensure minor, a certificate program and an M.Ed. concentration in  Equity, Education and Multiculturalism. 

The ESOL Career Development Academy, located in the 7000 wing of Memorial Hall, meets adult learners’ needs aged 17 and above for whom English is not their first language.  The Academy provides services year-round, working with all Harrisonburg City Schools implementing 21st Century ‘out of school learning’ programming for children and their parents.  
II. Goals

College of Education Goals

2010-2011 Goals
Primary Goals
1. Continue to seek and engage in opportunities to serve the university and the local community.

2. Collaborate with individuals from other colleges, Institutions of Higher Education, agencies, P-12 colleagues, and others to develop and implement STEM-related and other collaborative initiatives.

3. Continue to develop initiatives that advance the cultural and global competence of COE faculty, students, and constituents, including increasing opportunities for professional education candidates to learn to work with diverse populations of students and families.

4. Collaborate with representatives of Sponsored Programs and the Development Office to develop and implement strategies to increase levels of grant and contract activity and private and corporate giving.

5. Collaborate with colleagues and partners to develop and assess new programs as justified.

6. Collaborate with colleagues across campus, agencies, and P-12 schools on course and program development to support professional development and other expressed education and workforce needs.

7. [NEW] Collaborate with Professional Education Unit colleagues and critical partners to upgrade and implement the Unit Assessment Plan including development and application of program-level key assessments and accompanying rubrics, acquisition and incorporation of an electronic data management system, generation of student-, program-, operations-, and unit-evaluation databases, and evidence of utilization of data to inform decision-making.

Secondary Goals

1. Collaborate with colleagues across campus to ensure that transition of the college to Memorial Hall occurs as easily and as positively as possible.

LTLE Mission

Advancing learning, technology and leadership for all
Department Goals and Objectives
January 2011- December 2012

LTLE Goal 2011/414: Expand collaborative programming and partnerships. 
1. Expand Foundations & Diversity program (EDUC 360) partnership with Waterman Elementary School to other HCPS schools. 

2. Expand TESL partnership and 21st Century programs and opportunities with CDA and area schools. 

3. Expand local and various Fortune 500 companies partnerships using LTLE 485 380, 580, AHRD 620 courses and student research. 

4. Collaborate with (CIT) and (CFI) to implement LTLE objective 2011/419, piloting of mobile and bridge instructional technologies. 

Assessment measures/methods: (1) development and implementation records, enrollment data, participant feedback, 5-year alumni/employer survey results 
LTLE Goal 2011/415: Provide qualified educational leaders for school divisions. 
1. Maintain four existing cohorts in Lexington, Martinsville, Winchester and Harrisonburg/Rockingham County. 

2. Add a Roanoke area cohort using innovative delivery approaches 

3. With appropriate funding, initiate an Educational Leadership international cohort (initially, United Arab Emirates) with Study Group. 

4. Increase leadership learning and opportunities in Foundations & Diversity courses. 

Assessment measures/methods: (1) program enrollment and completion data, (2) test scores, performance tasks, portfolio evidence, comprehensive exam and state licensure test, (3) student entry and exit surveys, (4) 5-year alumni and employer surveys, (5) study group feedback

LTLE Goal 2011/416: (With ELLA TESL programming), increase dual licensure opportunities. 
1) Complete curriculum and VDOE approval process 

2) Align field experiences across programs 

3) Advise and enroll students 

4) Support ELLA offering of revised program including: 
a. UG and MAT TESL initial licensure

b. non-licensure & educational minor

c. Equity and multi-cultural M. Ed concentration

d. TESL certificate programming through Outreach for in-service teachers and area employers 

Assessment measures/methods: (1) program enrollment and completion data, (2) test scores, performance tasks, portfolio evidence, comprehensive exam and state licensure test, (3) Student entry and exit surveys, (4) 5-year alumni and employer surveys 
LTLE Goal 2011/417: Increase faculty research time, faculty support of student research and grant applications. 
1. Increase awareness of funding opportunities, 

2. Submit applications 

3. Recognize serving as graduate thesis/ applied research chairs in load distribution. 

Assessment measures/methods: (1) Numbers of presentations and articles, applications submitted, different faculty submitting applications, applications awarded, Size of awards, refunded efforts through continuing funder relationships, Institutional support for support staff, Graduate thesis/applied research policy

LTLE Goal 2011/418: Increase LTLE faculty cultural and global competence.
1. Learn more about exercising cultural and global competencies. 

2. Use materials provided to students for our own learning, listening and understanding by setting up sites (online, 3rd floor display cases, CDA, etc.) for learning cultural and global competencies and practicing among ourselves. 

3. Intentionally seek out others beyond LTLE to learn about them and their programs. 

4. Create means for sharing LTLE students, faculty and programs with others. 

5. Seek ways to integrate and support one another and all programs. 

Assessment measures /methods: Use of Foundations & Diversity rubrics by other programs. Foundations & Diversity faculty engaged with other programs. Other program faculty teaching Foundations & Diversity courses. Increased cross-program, cross department collaboration around UG and Graduate core courses (EDUC's) 
LTLE Goal 2011/419: Pilot use of mobile and 'bridge' instructional designs and technologies in selected programs and courses. 
1) Introduce LTLE faculty to instructional options and decision-making 

2) Offer regular gatherings, seminars and online resources on instructional technology, educational gaming, social media, cognition research, etc. to aid in implementation of alternative delivery options 

3) Promote student learning through consultation to and instruction of LTLE faculty on use of instructional technologies. 

4) Establish research design, Identify programs, courses and faculty for pilots, Implement and Assess.
Assessment measures /methods: (1) research reports, publications and course changes, (2) number of mobile technologies used increases, (3) number of courses and faculty members offering on-line, broadcast and mobile material for all or part of a course increases, student learning outcomes stay steady and/or increase

LTLE GOAL 2011/420: Expand use of innovative delivery and scheduling. 
1) Share current EdTech, EdLd, TESL and AHRD delivery models (100% on-line, broadcast, hybrid, weekends, field-based, in-the-community and JMU classroom delivery) with other LTLE programs. 

2) Offer regular gatherings, seminars and online resources on instructional technology, educational gaming, social media, cognition research, etc. to aid in implementation of alternative delivery options. 

3) Promote student learning by having them consult to and instruct LTLE faculty on use of instructional technologies. 
LTLE GOAL 2011/480: Establish an Instructional Design and Development Major. 
1. Present pre-proposal to the Dean 

2. Continue pre-proposal/proposal process through Provost's office (process detail available at: http://www.jmu.edu/curriculum/development.shtml ). 

3. Offer major beginning in fall 2013. 

Assessment measures /methods: Support provided. Major exists. Major meets enrollment targets. Graduates are employer or pursue graduate school
LTLE Beliefs and Values

We serve a wide range of students including undergraduates, graduates and adult learners.  In serving all of our constituents our philosophy of education is based on five simple principles, first articulated by our colleagues in the College of Education and Psychology some years ago and forwarded here as central to the Learning, Technology and Leadership Education Department.

1)
We learn by working with others.  We need to engage in the solitary work of reading, writing, and reflecting to contribute to a successful program, yet, our true success is built upon coming together to engage in the collaborative work of observing, discussing, practicing, giving feedback, challenging, and encouraging one another.  The students are not an island unto themselves – they cannot do it all on their own.  It’s not surprising then that the word ‘college’ comes from the Latin word ‘colleague’ – college - which means “one chosen to work with another.”  We need students, other faculty, staff, and fellow learners to inform, stimulate, inspire, motivate, prod, and even provoke us to continue to refine our thinking, develop our skills, and make discoveries about others and ourselves.

Based on this principle, we have two daunting, but critical beginning tasks.  First, we need to develop a working relationship that is based on honesty, understanding, and acceptance.  It’s essential that we get to know, trust, and respect one another if we are going to work well together.  Our second, but equally important, task each semester is to transform every class of individuals into a community of learners.  Instead of competing with one another for individual achievements, members of a learning community make a commitment to share information and ideas, a pledge to be open to – and even value – different points of view, and a pact to support one another in the formidable enterprise of developing the knowledge, attitudes, and skills of an effective professional educator.
2)
We learn by doing.  When we are learning, we are never passive.  Instead, we are dynamic participants in the learning endeavor.  As a result we as faculty, constantly invite students to do the work of a professional in this department.  In virtually every class, you should have some activity that requires students to practice the craft.  

3)
We learn throughout our lives.  Truly successful adults do not limit their professional development to the classroom or to their academic careers.  As an LTLE faculty member, recognize that you have two simple options – you can either continue to grow as a person and professional by challenging yourself or you can become stagnate. 

Please engage yourself and your students with the attitude that learning does not end with a diploma.  Instead, accept the never-ending mission of pursing lifelong learning. It is the central tenet of our work and something we must practice for ourselves, thus our next tenet!

4)
We learn by example.  Since example is such a powerful teaching tool, the heart of the department is not the curriculum, but its people. Actions do speak louder than words, so it is vital that we exemplify any values we profess to teach.  We must make it a point to let our students and colleagues see our passion for our subject.  Instead of merely spoon-feeding answers, we strive to demonstrate the knowledge, skills, and attitudes of a professional.  

As a faculty member you can be a great example to others.  You can demonstrate the essential attitudes of genuineness, caring, and openness.  You can show the skills that you are developing.  In class discussions, you can share your own discoveries and observations.  Whatever the situation, you bring a wealth of experience to this department and we encourage you to be generous in sharing it.  Be authentic and recognize that knowing more about something is but one aspect of your expertise.

5)
When we learn, we change.  Learning is one of the most challenging, as well as most fulfilling of life’s adventures.  As we examine ideas that may threaten our preconceived notions, grope with periods of confusion, and read, reflect, synthesize, speculate, and brainstorm, we forge our personal and professional journey.  Through this learning, we do more than acquire knowledge and develop skills – we transform.  As a faculty, keep this principle in mind and remain open to your own transformation and the transformation of our colleagues and students in both small and large ways. 

From year to year, growing as a faculty member requires recognizing your strengths and weaknesses and working with all of us to share your needs and AHA’s, trusting that we are all learning and changing too.  As a faculty member you will not remain the same.  Each year you will become more seasoned, with a greater insight into, and a deeper appreciation for, the richness and complexity of life.  

 

As a faculty we maintain ongoing commitments to three essential domains – academic achievement, personal growth and self-awareness, and ethical professional behavior.  

Academic Achievement

The depth and breadth of the curriculum reflect the high expectations we have for academic achievement.  Of course, we expect students to fulfill all course requirements, but we also encourage you as a faculty member to encourage students to extend themselves and to challenge themselves by pursuing knowledge and skills beyond the minimal course requirements.  In fact, we emphasize that a commitment to learning should continue long after the diploma has been earned.  Life-long learning is essential for keeping abreast of new developments in any field and for refining their skills and our own.

Personal Growth 

Throughout your career at JMU, you will have countless opportunities for personal growth.  It is up to you to take full advantage of these opportunities.  For example, you will be receiving feedback from your students, colleagues and the department head.  In every instance, you have the chance to be open to their observations, reactions, and suggestions.  Also, many faculty development workshops are provided annually through the University.  These are excellent opportunities to learn new strategies for classroom instruction.  Please take advantage of these offerings.  On a more informal basis, we are colleagues and are encouraged to share our experiences with one another, from this sharing we learn and grow. 
Ethical and Professional Behavior

Our programs are based on more than knowledge, skills, and self-awareness.  They are also based on values.  These values include honesty and respect for the rights of others.  In your courses, please make students aware of and insist that they follow the JMU Honor Code, which is described in more detail in the JMU student handbook. Whenever you are unsure about what conduct is authorized or unauthorized in a course, you are strongly urged to seek clarification in the JMU Faculty Handbook. Violation of the JMU Honor Code is grounds for failing a course and being expelled from the University. The repercussions for us as faculty are equally severe.  

Relationships with Students

The university prohibits intimate relationships between faculty members and students in their classes or under their supervision, e.g. teaching or graduate assistants. Such relationships raise the specter of exploitation and/or sexual harassment. A faculty member has a responsibility to avoid any apparent or actual conflict between his or her professional responsibilities and personal interest in dealings or relationships with students. 
Harassment

Harassment of any kind is prohibited. Such behavior is not consistent with the commitment to excellence that characterizes the nature of the university. A goal of the university is to create an environment in which every individual can work, study and live without being harassed. Harassment may result in sanctions up to and including dismissal. 

Harassment is unwelcome offensive conduct, verbal or physical, when submission to the conduct is made a condition of employment, admission or continuation as a student, explicitly or implicitly, or when an individual’s submission to or rejection of such conduct is used as a basis for employment or evaluation decisions affecting the individual. Harassment is also unwelcome offensive conduct, verbal or physical, when a reasonable person would find that such conduct creates an intimidating, hostile or offensive educational, work or living environment. 

Conduct constituting harassment includes, but is not limited to, unwelcome offensive behaviors based on a classification protected by federal or state law. Sexual harassment compromises the integrity of human relationships, affects morale and performance, and threatens the individual’s sense of security and well-being. Behaviors such as unwelcome sexual advances, requests for sexual favors, or verbal or physical conduct of a sexual nature that creates or maintains a hostile or offensive work, study, or living environment is prohibited. 

The university will investigate complaints of harassment and will conduct the investigation with appropriate confidentiality and discretion. Faculty members are expected to provide truthful information in connection with such investigations and to maintain appropriate confidentiality. Corrective action will be taken, up to and including dismissal, as warranted by the results of the investigation. Retaliation for filing a complaint of harassment constitutes a violation of the harassment policy, and is prohibited. 

A student, staff member or faculty member may file and have a harassment complaint addressed through a formal or informal complaint process through the Human Resources Office or the Office of Judicial Affairs. For details see Manual of Policies and Procedures, Policy 1324, Discrimination and Harassment Complaint Procedures.

Department Involvement

As members of this learning community, we have found that regularly coming together can enrich the learning experience, strengthen our sense of community, offer affirmation of our growth, give voice to the fundamental values we share, and celebrate our accomplishments.  Now that you are also a member, we look forward to your participation in all these experiences.

Advising

As a full time faculty member you may be assigned advisees, depending upon the practices of your program.  Advising is a very important, and we welcome the chance to be involved in planning student learning experiences, course schedules, and careers.  Please review your list of advisees and contact them via email or phone to welcome them.  If you are a graduate student advisor you are strongly encouraged to meet with all of your graduate advisees at least once each semester.  Students may request a particular faculty member to be their advisor.  To request a change in advisor, the student needs to 1) inform the current advisor of the desire to change, 2) get the permission of the new advisor, and 3) get the permission of the program coordinator. 

Keeping one another informed of our interactions with our students is important.  Final responsibility for meeting graduation requirements rests entirely with the student; however, faculty advisers have an obligation to help direct the studies of advisees and answer any questions they may have. The adviser is expected to be available to advisees during regular office hours, stay informed on current policies and procedures, have knowledge of major departments and career options for students, be familiar with available student services, and refer students to the appropriate office when necessary.

Office Hours

Each faculty member is responsible for maintaining office hours. These hours should be staggered from day to day to accommodate students and other faculty members. A schedule of office hours must be posted and carefully followed to avoid confusing and discouraging students who may desire conferences. Electronic access policies should also be made known to the students, the LTLE office staff and the department head.  Each semester you are provided with a template to be completed, posted on your door (and/or web pages) detailing your course times, office hours, electronic access policies and other commitments.  This template is to be returned electronically to the LTLE office assistant by the second week of class each semester.  Each full-time faculty member shall post a minimum of five office hours per week and should be available during other hours by appointment.

Graduation

The graduation and commencement exercise is a widespread and long-standing tradition. The Faculty is expected to participate in the formal undergraduate and/or graduate May graduation ceremony. This is a wonderful opportunity to celebrate the achievements of our students and to wear our regalia and remind ourselves of our own accomplishments too!  Of course, we believe in change, but we also return again and again to this meaningful and powerful experience that offers us two fundamental gifts – roots and wings!  Your presence is important!
The Department is a vibrant, thriving learning community that is constantly transforming, growing, and evolving and you contribute to its vitality.  Join in and make it an even better department.

If we are to continue thriving and changing, we must communicate with one another.  Of course, effective communication is important to any organization, but it is particularly essential to one that is dedicated to Learning, Technology and Leadership Education.  Virtually every day, you will have opportunities to engage in all sorts of stimulating, intriguing, encouraging, interesting and challenging interactions.

Scheduling and Teaching
Teaching is our primary function here at JMU. Fulltime status is equivalent to 12 credit hours per semester, or four courses for Assistant, Associate and Full professors with no formal distinction currently between undergraduate and graduate courses on the “load” formula.  This is under review.
Each faculty of expertise (Ed Foundations & Diversity, Ed Tech, HRD, Leadership, etc.) should create a course schedule for offerings for the fall, spring, and summer sessions, consistent with the demands and requirements of the program.  These schedules are reviewed with and submitted to the Department Head for inclusion in the full college schedule. We attempt to match faculty member preferences with course offerings; however, this is not always possible.  When this cannot be achieved, we will work together to create the best match possible for student learning. 

Our current practice has program coordinator’s planning for the next session at the BEGINNING of the current session.  The coordinator attempts to contact each faculty member to garner his/her preferences; however, stated preferences cannot always be achieved.  During the conversation between the coordinator and the faculty member(s), it is a good idea to inform the coordinator of your goals in scholarship, service, and other commitments that should be considered when scheduling courses.  These will be given every consideration, with coordinator’s receiving reassigned time for administration, and whenever possible, all fulltime, tenure track faculty receiving reassigned time for scholarship.

In the Classroom

Our classrooms should embody the best of our profession.  We must continually assess needs, write clear, measurable and achievable objectives in response to assessed needs, seek both formative and summative feedback on our instruction and assess students’ learning.  Please be prepared and encourage active engagement between you, your students and students with one another, in every class session.  Monitor progress and understanding continually, adjust instructional strategies to help students succeed without lowering standards.  Maintain high standards and enact them consistently and fairly. 

Student Engagement

Be authentic with your students.  Get to know them and let them get to know you.  Research on effective teaching continually points to authenticity as a key indicator for success.  When students feel they can approach you with questions and know that you will respond, they are much more likely to remain positively engaged.  Use Blackboard, email, IM, SSM, Twitter, Facebook, and other appropriate interactive technologies as communication tools for your classroom.  

If you have difficulty with a student or a class, call on your colleagues and your coordinator to provide support and guidance. If issues continue, please contact the Department Head to discuss needs and work toward a positive solution.  We all encounter the difficult student and the difficult class from time to time.  We are here to help one another.  We will use departmental meeting time to respond to these needs and circumstances, as requested.  

Syllabi

As a Learning, Technology and Leadership Education department faculty member your syllabus is your guide for the course.  Please prepare your syllabus in advance and store them on our shared drive J:\COE\LTL-Common, providing a copy to the Department Secretary or Graduate Assistant, working on the secretary’s behalf.  Syllabus requirements and a generic syllabus template can be found at http://www.jmu.edu/curriculum/syllabus.shtml.  This link can also be accessed on the LTLE web page under faculty and staff resources.  Please check our shared drive, J:\COE\LTL-Common\SYLLABI, for examples of how other faculty write syllabi, what ought to be included, class structure and course activities.  
Blackboard

Blackboard is JMU’s chosen format for online delivery of course content. Using Blackboard’s graphical point-and-click interface, instructors can quickly and easily incorporate learning materials from word processing, audio & video, spreadsheets, and presentation files. Features include announcements, threaded discussions, virtual chat, file exchange, online assessments, online grade book, and so much more.  JMU’s Center for Instructional Technology offers tutorials using Blackboard via word, PDF, and audio files at http://cit.jmu.edu/cit/training/resources/Blackboard.  
Blackboard Instructional workshops are also held year-round, the schedule of all CIT workshops can be found at http://cit.jmu.edu/cit/training/.

Student and Program Assessment

The College uses TK20 to support its aligned assessment system of course, program, departmental, college, unit and university objectives allowing us to create reports with greater ease and to understand our outcomes and efforts in greater measure.  With course and program objectives articulated, assessment tools and value measures are to align with these objectives, providing evidence toward achievement of our missions at the various levels of our organization.  This will be an emphasis in 2011-2012.
Team Teaching

Team teaching is encouraged and is a valuable way of learning new teaching strategies.  It is also a way to learn new content and to develop new courses.  When considering team teaching, be aware that each member of the team will be awarded an appropriate proportion of the credits when determining “load” equivalents.  For example, if two faculty members are teaching a 3 credit course together where each will work together throughout the semester, each will be awarded 1.5 credit hours toward their full load of 12 credit hours. 

Grades

The goal of the department is to produce successful professionals who are knowledgeable, competent, self-aware, and ethical.  Course grades reflect performance in classes designed to increase knowledge, refine skills, enhance self-awareness, and confirm commitment to ethical behavior.  Please refer to the Undergraduate and/or Graduate Catalog for a description of the grading system.  

Graduate students are placed on probation if they receive a “C” in two courses, or if their GPA falls below 3.0.  Graduate students are dropped from the department if they receive an “F” or three “C” course grades.  

If a student believes that a course grade is inaccurate, they are to first discuss the grade with the instructor.  If the issue is not resolved to satisfaction, the student may submit a written appeal.  For detailed information, read the University Appeal and Review process that is outlined in the Graduate Catalog.

Undergraduate students are placed on probation if their GPA falls below a 2.0.   While it is rare, each semester we have a few who do not perform and earn grades of D or F.  All grading practices are to be spelled out in your syllabus and followed consistently, or throughout the semester.  If changes are made, they should be dated and made in writing so both faculty and students have a reference point for grading disputes, should they arise.

Scholarship

Scholarship is an essential component of professional development for faculty at JMU and is expected in addition to teaching.  Scholarship includes refereed and non-refereed publications, books and book chapters, research, development and implementation, grant seeking and procurement, presentations at local, regional, national and international professional meetings, external curriculum development and consultations.

In keeping with our educational philosophy, we work together to support one another in our scholarship efforts, building on our strengths and strengthening areas of weakness. To do this, we submit co-authored articles as appropriate, submit grants as co-PI’s or include one another as resources and consultants within funded work and submit presentations as co-presenters. 

Publications

Publication is essential for promotion and tenure within the College of Education.  Publication enhances our participation in the scholarly conversations with our colleagues and within our field.  Not all of us are great writers and prolific contributors to research and practice publications but we work to support one another.  Please act on your professional interests by determining where and how you would like to make contributions to the field.  Research the appropriate publications and begin to create relationships with the members of the editorial board and staff to learn their guidelines and expectations.

In the annual review process, the PAC will specify the requirements for publication inclusion.  Our current practice is to present activity over a three year period.  Please list, for annual review, articles that have been submitted but are neither accepted nor rejected, as such articles will be tracked though previous and subsequent review periods.  

Grants and Contracts

Done well and with consideration for all involved, grants are a WIN/WIN.  Grants and contracts create valuable opportunities for our department, our faculty, and our students. When considering a grant application please inform the department head. Grants that provide monies for faculty time or other personnel can be used to lessen your teaching load in support of your grant-funded efforts. 
When writing grants, please include support staff funding so we can hire and retain quality personnel to assist in managing our outreach and research efforts.  Grant funding provides indirect support to our department.  These resources provide us with funds we can use to strengthen our department and secure more grants.  

Keep in mind that support and space to grant funded work CANNOT be provided if funding is not included in the grant or contract request at the outset.  Funding for administration, technical and office support allows us to hire students, etc. beyond our core staff.  If grants or contracts are awarded that do not include some monies for this support, the faculty members will have to administer the grant themselves, which is a large and time consuming task. 

Service

Universities maintain vitality through the service of faculty to their programs, departments, college, university, professional associations, field of study and the larger community.  Service is essential for the health and well being of our department.  Please be active in the professional life of our department, college, and University.  There are many, many ways to get involved.  Also select an Association that has provided valuable information to you and become active in service to it. 

A Cautionary Note

The arenas of teaching, scholarship, and service are important and should be developed in the order listed. 

If you are a new faculty member, give your full attention to teaching; learn how to do it well and how to engage with students as an advisor and as a mentor.  Learn how to engage with other faculty around curriculum and instruction.  While doing this, think about your areas of interest for research, funding, speaking and publication.  Develop a plan, stay alert to opportunities and pursue them in ways that complement your efforts as a teacher and mentor to students.  Finally, look around to see where you can be of service and offer to help.  DO this in a planned way that is good for all concerned and does not distract you from your primary role as a teacher of our students.  Be careful not to let service distract you from scholarship.  Service is not a substitute for scholarship and it will not advance your higher education career in substantive ways at the outset.  Exemplary service often rises out of requests from others based upon your teaching and scholarship success.  

Be an active member of JMU and our profession, but remember there are only 24 hours in a day and hundreds of students who rely on you to always be at your best.  
IV. Faculty Support

Add/Drop and Override Course Policies
 
In our department we have a central add policy for all of our undergraduate courses.  Students who approach you to add or override into your section or switch from one section to another MUST be referred to Sandra Gilchrist or Amy Brooks in Memorial 3310. Students are to bring evidence of their class standing and/or admission to the appropriate minor as evidence of their eligibility for an override. Their name, evidence and request will be retained for review.  Requests will be dated and awarded on a first come first served basis for those who meet the eligibility requirements.  Once an override request has been reviewed and approved by the AUH or his/her designee, the student will be emailed with notification of their override request status.  By keeping central lists, we are able to better respond to ALL students needs and avoid unwittingly rewarding those who have not planned ahead.  The policy is in everyone’s best interest and will keep faculty from having to say either yes or no in difficult circumstances.
 
Policy on Adding Courses
 
Students are responsible for registering for classes and for verifying their class schedules on e-campus prior to deadlines posted on the registrar website
 
No student will be allowed to register for a Fall Semester class after the deadlines posted. No exceptions will be made to these deadlines.

Course Size Determination Algorithm
Course size is best determined based on curricular and learning needs.  Additionally, space availability impacts course size and seat availability during registration.  Each classroom has a maximum seat allotment.  When registration is occurring, at the outset, 1/3 of the seating maximum will be made visible and available.  Seats will be released for each ‘grade level’ registration until all seats are open, consistent with the room maximum.  When the course fills, overrides will be collected and offered per the policy stated in this handbook. 
Travel Allowance

Travel allowances are awarded centrally through the Associate Dean’s office.  In past years our awards for travel have been appallingly low, and this year looks to be no exception.  To augment travel allowances from the college, we also provide a stipend, of equal amount to our fulltime faculty, to support teaching, scholarship, or service in whatever way that faculty member chooses.  We are able to do this because of grant-funded projects which provide resources and latitude in our budgeting process at the department level.  These monies are agreed to annually and are dependent upon availability.  All travel arrangements are to be coordinated through Amy Brooks in Memorial 3310.  She is familiar with the latest university guidelines and can help to keep the process as smooth as possible.

Curriculum Development, Review and Implementation

As a faculty we work together to modify our course offerings in response to our field.  Through our long-range plan we attempt to maintain a strategic view of this process.  Together, we determine necessary department and course changes and pursue them through the College’s Curriculum Development, Review and Implementation process.
Curriculum forms and instructions can be found at:

https://secureweb.jmu.edu/curric/formssecure.html 
Completing the forms accurately is essential.  You may be asked (and can certainly volunteer) to complete forms on behalf of the department, submitting them for faculty review, and representing the department. A faculty member from our department will serve as a representative to the College Curriculum Development, Review and Implementation (CDIR) Committee. 

This is an excellent area to be of service; our long-range plan is updated annually.  

Completed CDIR forms are submitted to the Department Head for inclusion on a department meeting agenda for review.  Once reviewed by department faculty the department head forwards the request to the COE CDIR Committee.  If significant concern is expressed, the Department Head will use discretion to ask the submitter to provide more documentation/justification, after which a new form will be distributed.  Once the CDIR reviews and approves the request the application will move on to the University Curriculum & Instruction Committee.

For course additions/changes and department addition/changes that do not involve resources, an electronic review process is employed.  All new programs and new courses that involve significant program changes and/or resources should be scheduled for discussion at a meeting. Proposals to be discussed at the LTLE Department meeting should be forwarded to the department head at least one week prior to the scheduled meeting.

Any major change or new program that will require additional resources should be discussed with the Associate Dean (and probably the Dean) prior to preparing any paperwork.
Parking and Vehicle Registration

Parking permits and vehicle registration forms are available in the Office of Public Safety located on the ground level of the Champions Drive Parking Deck, behind Bridgeforth Stadium. Their office is open Monday through Friday from 7:00 a.m. to 5:00 p.m.  Parking pass fees will be taken from your paycheck each pay period.  The cost of a parking permit for faculty is based on a sliding scale by salary. For more general information, or to purchase your permit online, please see http://web.jmu.edu/parking/ or call 540-568-3300.  For detailed faculty/staff parking information, please view the JMU Parking and Traffic Regulations Handbook provided by Parking Services at the following website: http://web.jmu.edu/parking/2009-2010%20Parking%20Regulations.pdf.
Faculty and Staff Permit Fees:

	Annual Salary:
	Annual Permit Fee:
	Payroll Deduction (per pay period):

	$0 - $2,499
	$24.00
	N/A

	$2,500 - $19,999
	$108.00
	$4.50

	$20,000 - $39,999
	$199.92
	$8.33

	$40,000 - $59,999
	$289.92
	$12.08

	$60,000 - $79,999
	$382.08
	$15.92

	$80,000 - $99,999
	$468.00
	$19.50

	$100,000 and over
	$564.00
	$23.50

	Part-time
	$54.00
	$2.25

	Wage
	$54.00
	$2.25

	Affiliate – Full-time
	$192.00
	N/A

	Affiliate – Part-time
	$96.00
	N/A


Departmental Graduate Assistants
The LTLE Graduate Assistants are here to help you!  The General responsibilities of the GA are listed below:

1)  
Database and File Management
2)   
Support CDIR revision process

3)  
Attend and take minutes for program faculty meetings, as requested and invited

4) 
Organize department special events (graduation, informal dinners, other celebrations or meetings)
5) 
Support of course development through literature reviews and research

6) 
Update and maintain the Website 

7)
Communicate with program faculty, students, prospective students, and alumni via phone and email

8)
Support student gatherings 

9)
Conduct formal COE end of semester course evaluations

10)
Update and manipulate the shared (J) drive

11)
Books and book orders 

12)
Create The Learner newsletter

13)
Maintain program libraries and collections

14)
Participate in interviews for graduate program admissions

15)
Change LTLE bulletin board at least once a semester

16)
Distribute, collect, and compile data for program and alumni evaluations

17)
Room reservations  

18)
Miscellaneous activities

As you can see, we use our GA for all of the 20 hours per week.   We are working to find an additional position.  Graduate assistants and student workers are another asset we can procure with external grant funding.  Keep this in mind when seeking funds.  

Student Assistants

Frequently student assistants are available to assist faculty with routine tasks, such as copying, printing, ordering books, and retrieving books from the library.  The assistants have a mailbox in Memorial 3310 where work can be deposited. The department secretary, Sandra Gilchrist oversees their tasks if you have any questions regarding their schedules or workload.
Meetings
LTLE holds 7 department meetings and 2 retreats annually

· Departmental Meetings are held on the 1st Monday 3:30 -5:00  in  Memorial 3355


1. Monday, February 7, 2011


Spring Break


2. Monday, April 4, 2011


3. Monday, May 2, 2011


4. Monday, September 5, 2011


5. Monday, October 3, 2011


6. Monday, November 1, 2011


7. Monday, December 5, 2011

· LTLE Retreats are held annually in August and January


Fall Retreat, Wednesday, August 24th 2011, 8:30-4:00


Winter Retreat: Friday, January 20th 2012, 8;30 -2:00

College Committee Meetings: 

2nd Monday of each month 3:30-5:00

Program Meetings: 

3rd Monday of each month and are called by your program coordinator or director

Professional Education Coordinating Committee: 

4th Monday

All College Meetings: 

5th Monday: January 2011, October 2011, January 2012

Deans Advisory Council and/or Department Heads Meetings

Thursday 8:15- 10:00 

Program Leadership: Coordinators and Directors

Adult Education/Human Resource Development (AHRD): Jane Thall and Diane Wilcox

Education Foundations and Diversity: Tim Thomas and Stephanie Wasta

Education Leadership: John Kidd

Education Media Minor: Michele Estes

Education Technology: Karen Kellison

Human Resource Development Minor: Randy Snow

Teaching English to Speakers of Other Languages (TESL): Stephanie Wasta

Standing College/Unit  Committees: 3 year terms Aug-July

Assessment: Cheri Beverly (3rd year)

Curriculum Development, Implementation and Review: John Kidd (3rd year)

Deans Advisory Council : Diane Foucar-Szocki 

Community Relations: Randy Snow (1st year)

Diversity Council: Ruth Bosch, (2nd year), Diane Foucar-Szocki, Ex officio

Faculty Development: Diane Wilcox (2nd year)

Professional Education Coordinating Committee: Diane Foucar-Szocki

Student Support: Jane Thall (3rd year)

Sustainability: Tim Thomas (1st year)

Technology: Karen Kellison (2nd year)

Adhoc College Committees

Dean’s Morgan State Collaborative: Ruthie Bosch, Cheri Beverly, Oris Griffin

Departmental and University Committees

Graduate Council: Jane Thall 

Faculty Senate: Stephanie Wasta, Alt: Ruthie Bosch

PAC: 3 year terms with elections at fall retreat for open seats

 Diane Wilcox (3rd year), chair, Oris Griffin (3rd year), Michele Estes (1st year)

Alt: Thall

Graduate Assistant’s

EDUC/TESL: Stephen Hammack ( Janie Taylor)

ADSU/AHRD: Jake Henderson

LTLE: Saadia Washington

LTLE Annual Performance Review Procedures

November:
LTLEPAC reviews prior year format, criteria and standards

Dec-Feb:     
LTLEPAC brings current practice to monthly department meeting for discussion and review

March:
LTLEPAC makes current year form, criteria and standards available to faculty

May:
Electronic copy of completed APR form, including next year goals, due to department Secretary for distribution to LTLEPAC and AUH

May-June:
LTLEPAC meets to review APR’s

June:
LTLEPAC and AUH meet to confer on APR’s 

July-August:
AUH writes informal review and shares with faculty

September:
AUH meets individually with each faculty member to discuss performance evaluation and affirm goals for the coming year.

September:
Letters are distributed by Oct. 1.  

October:
Faculty are asked to review, sign and return a copy of the letter by October, 25

Merit:
Merit distribution occurs when funds are available.  If merit is awarded, satisfactory performance serves as the base for calculation of initial awards for faculty achieving satisfactory performance.  Those achieving excellent ratings in any one of the reviewed performance categories receive an amount above the base for the number of excellent’s up to three. Those with three excellent’s receive the largest portion of additional funds beyond the equally distributed satisfactory base.

Scale:
Unsatisfactory, Satisfactory, Excellent

LTLE Checklist for satisfactory performance 2010-11
Activities required for a Satisfactory rating are denoted with a *.

	Teaching
	Notes on Expectations

	1. Student evaluations*
	Good (at or above college average) evaluations that indicate students benefited from taking the course

	2. Self-reflections*
	Narrative with specific insights gained from teaching experiences and/or feedback from evaluations

	3. Peer and/or AU head evaluations 
	Overall positive feedback

	4. Student Advising *
	Evidence of commitment to advising 


	5. Innovations in teaching*
	Narrative and artifacts of efforts to keep courses and delivery current, which could also include efforts to design new courses and/ or engage in collaborative activities

	6. General student relations
	Evidence of work with independent studies or student organizations

	Scholarship
	

	1. Presentations at professional conferences*
	At least one per year

	2. Preferred publications* 

	At least one of the following publication types every three years: refereed / peer-reviewed journal articles, book or book chapter 


	3. Publications *
	Listing of writing published in conference proceedings, non-refereed journals, newsletters, websites, or other venues.

	4. Engaging in research
	Narrative describing quality research that informs the profession

	5. Grant writing
	Listing of attempts to external funding and results achieved

	6. Professional development*
	Narrative of insights gained from attending professional conferences and/ or engaging in formal coursework

	7. Consulting
	Listing of collaborative work that uses scholarly expertise

	7. Supervision of student writing
	Listing of students who write an honor’s or master’s thesis with faculty member’s guidance

	Service
	

	1. Department, College, and/or University committee attendance and contributions*
	Listing of personal contributions. Take leadership role(s) after third year

	2. State and/or local engagement* 

	Evidence of enhancing the profession beyond the walls the university. Could include leadership in a professional organization or workshops for teachers. 


	3. National/international engagement in professional organizations* 

	


Learning, Technology & Leadership Education Department

Promotion and Tenure Guidance for Tenure Track Faculty
Approved  April 2011
James Madison University is committed to preparing students to be educated and

enlightened citizens who lead productive and meaningful lives. The university

strives to be the leading comprehensive university and our student-centered

community values excellence, integrity and mutual respect.

Introduction

This document guides the Academic Unit Head (AUH) and Learning, Technology & Leadership Education (referred to as LTLE) in the evaluation of faculty for promotion and tenure at James Madison University. This document is guided by criteria laid out in the Faculty Handbook. A separate document addresses annual evaluations. The Academic Unit Head and the Academic Unit Personnel Advisory Committee (PAC) engage in faculty evaluation. As specified in the Faculty Handbook, the Academic Unit PAC is an independent body that separately evaluates faculty performance for tenure and promotion in the areas of Teaching, Scholarly Activities and Professional Qualifications, and Service. The AUH and the PAC use the standards provided in this document when evaluating a candidate’s performance for tenure and promotion.

This document outlines the following: I) Organization and Membership of the PAC; II) Promotion and Tenure procedures; and III) Criteria for Tenure and Promotion 

I. Organization and Membership of the PAC

A. The composition and election of the LTLEPAC, approved by LTLE faculty members, AUH, dean, appropriate vice provost, and provost, is available to all members of the LTLE Department.  These rules address the rights and obligations of a member of the LTLEPAC to participate in evaluations while on leave or absent from the university, the recusal of a member from participation in evaluations of family members, and the conduct of the members in performing their duties. The LTLEPAC currently consists of 3 full members and 1 nonvoting alternate and includes both tenured and untenured faculty members other than the AUH, for purposes of annual evaluation. A subcommittee limited to tenured faculty members makes recommendations on tenure.

The LTLEPAC may by majority vote of the committee as a whole remove a member of the committee for violation of LTLEPAC rules. Any such action is subject to review by the AUH and the dean.  All members of the LTLEPAC must respect and maintain strict confidentiality of deliberations on all matters under their consideration. Failure to maintain confidentiality may be grounds for removal from the LTLEPAC or for a misconduct charge under Faculty Handbook, Section III.A.25.

B. The chair of the LTLE PAC will be an LTLE tenured faculty member selected by a majority vote at the initial PAC meeting in August. The LTLEPAC Chair will conduct all meetings, write all PAC tenure recommendations, and maintain a written account of the rules, procedures, and operations of the LTLEPAC. The chair of the LTLEPAC will participate in all discussions and serves as a voting member of the LTLEPAC.  

C. All discussions held by the PAC are confidential and only PAC recommendations will be communicated to those beyond the PAC.

D. Changes to PAC governance, the P&T document or APR criteria must be brought by the LTLEPAC to the department as a whole for discussion and a vote at an LTLE Department meeting, where a quorum of LTLE faculty members are in attendance.  

E. Whenever possible the LTLEPAC should be unanimous on promotion and tenure recommendations.  When consensus is not reached, the number of approving and disapproving votes should be communicated by the LTLEPAC chair to the dean, but not to the candidate in the recommendation letter. A minority opinion may be written by a member of the minority, acknowledged by the chair in the meeting, and submitted to the dean.

F. All votes on promotion and tenure must be voice roll call votes. LTLEPAC members who are on leave or absent from the university may participate in PAC meetings electronically.

G. For the purpose of voting on and discussion of promotion and tenure, the LTLEPAC shall consist of tenured faculty with the exception of the AUH(s).  A member of the LTLEPAC may not attend or participate in meetings where he/she or a family member is involved. LTLEPAC recommendations for tenure will be rendered by only tenured faculty serving on the LTLEPAC LTLEPAC recommendations for promotion to associate professor will be rendered only by current associate and full professors serving on the LTLEPAC.  LTLEPAC recommendations for promotion to full professor will be rendered only by current full professors serving on the LTLEPAC.  

H. All members of the PAC are encouraged to voice their opinions. If non-voting members of the LTLEPAC are present at a promotion or tenure meeting they will be asked to leave prior to voting.

I. In the event that there are fewer than three tenured faculty in the Learning, Technology & Leadership Education Department to render the PAC recommendation for tenure, the LTLEPAC chair will approach the chair of the COEPAC and request the appointment of a tenured professor from another COE department PAC to serve on the committee.  If no tenured faculty is able, or willing, the COEPAC chair will serve. 

J.  In the event that there are fewer than three full professors in Learning, Technology & Leadership Education to render the PAC recommendation for promotion to full professor the

LTLE PAC chair will approach the chair of the COEPAC and request the appointment of a tenured professor from another COE department PAC to serve on the committee.  If no tenured faculty is able, or willing, the COEPAC chair will serve. 

II. Tenure and Promotion Procedures

A. The standards for evaluation of tenure track faculty in Learning, Technology & Leadership Education assume faculty time allocations as: 50% teaching, 30% scholarly activities and professional qualifications, and 20% service and are employed on a teaching and research contract, with deviations from this allocation to be negotiated individually with the AUH and communicated to the PAC.  Deviation from this standard should be communicated in writing to the AUH and LTLEPAC in the APR submitted annually and confirmed by the AUH prior to Oct 1.  The deviation is effective until the following May 15 and must be resubmitted annually.  Deviation from the standard may be taken into consideration by the AUH and LTLEPAC in any promotion and tenure decision. 

B. The AUH and the LTLEPAC will formally evaluate the performance of tenure track faculty in the third year of their six year probationary period and at the end of that probationary period for a decision on promotion and tenure.

C. A faculty member may apply for promotion and tenure, or the LTLEPAC or AUH may nominate a faculty member for promotion and tenure.  The AUH must receive written nominations by September 1.  Faculty members being considered for promotion and tenure submit a summary of activities and accomplishments in the areas of teaching, scholarly achievement and professional qualifications and professional service to LTLE AUH by October 1.

D. Tenure track faculty given credit for previous years of service and who have a probationary period shorter than six years will be formally evaluated by the AUH and the LTLEPAC in the year specified in the candidate’s contract and at the end of the probationary period. At its discretion, the AUH and the LTLEPAC may evaluate a candidate at other points in the probationary period.

E. LTLE faculty members on tenure track who are denied tenure at any point during the probationary period shall be given a one-year terminal contract, and may not apply for tenure again in the AU. Notice of non-reappointment shall be given not later than May 1 of the penultimate year of the probationary period.

F. Promotion of a faculty member shall be determined by merit regardless of the distribution of faculty by academic rank within LTLE.  A faculty member’s pattern of prior annual evaluations should be carefully considered in the analysis of an application or nomination for promotion, but evaluators should use judgment and discretion in making recommendations on promotion.

G. Promotion to Associate Professor requires that a candidate's performance be evaluated as excellent in at least one of the three functional areas (i.e., teaching, scholarly activities and professional qualifications, and service) and at least satisfactory in the other two areas.

H. Promotion to Professor requires that a candidate's performance be evaluated as excellent in at least two of the functional areas and as at least satisfactory in the third area.

I. A candidate for promotion within the Learning, Technology & Leadership Education department may withdraw without prejudice from consideration at any time prior to receiving official notification of the promotion decision. A decision by the provost to deny a promotion in academic rank terminates the consideration process. Appeals guidelines and processes are outlined in Faculty Handbook, Section III.E.6.b.(9)
J.  A candidate for promotion within Learning, Technology and Leadership Education Department who is denied promotion must wait at least two academic years before applying again for promotion consideration.

III. Criteria for Promotion and Tenure

Teaching, scholarly activities and professional qualifications, and professional service are the basis for evaluating the performance of candidates for promotion. The awarding of tenure is based on the qualifications, performance and conduct of individual faculty members and the long-term needs, objectives and missions of LTLE, the College of Education and James Madison University. To be awarded tenure, the faculty member must meet performance and conduct standards required for promotion to associate professor and should enhance the academic environment of LTLE and the university. 

To assist in guiding the AUH, LTLEPAC and individual faculty member in Promotion and Tenure decisions, this section outlines: 1) Areas of evaluation and possible sources of evidence for Teaching, Scholarly Activities and Professional Qualifications, and Service; and 2) Standards of evaluation.  The areas of evaluation and sources of evidence are neither exclusive nor all inclusive. Substantiation is the responsibility of the individual faculty member seeking promotion and/or tenure. The standards are guidelines only! In all cases evidence of QUALITY is necessary, participation is NOT sufficient to qualify as satisfactory evidence.

A. Areas of Evaluation and Sources of Evidence:

1. Teaching

 These areas of evaluation are arbitrary, but grouped to help faculty see that teaching is viewed as multidimensional and multifaceted.

Possible sources of evidence may include, but are not limited to:
Learning/value added

 providing instruction at a rigorous and challenging level

 stimulating student learning and interest in the subject matter

 serving as faculty advisor for one or more independent studies per semester

Organization

 being well prepared for class

 informing students of course objectives, assignments, and examination procedures

 conducting the class in a well-organized manner

 communicating the subject matter clearly,

Interaction with students

 maintaining scheduled office hours

 treating students with courtesy and respect

 providing career advising to students

Evaluation

 maintaining fair and impartial grading standards

 providing timely feedback on progress

Experiential Education

 providing student opportunities for “hands-on” learning

 creating opportunities for student/industry interactions

Curriculum and course content

· staying current with the subject matter

· participating in program activities to assess and update the curriculum

Instructional Design:

 Use of appropriate technology in the classroom

 Use of case studies

 Use of class size appropriate student learning techniques

 Exemplifies discipline based instruction

It is the responsibility of faculty to articulate his/her teaching prowess and show multiple sources of evidence.

Learning/value added- may include, but are not limited to:

 Student course evaluations

 Examples of student work

 Course syllabi

 Theses that were directed or served on

 Letters and comments from former and current students

 Incorporation of industry-critical technologies in instruction

Organization- may include, but are not limited to:

 Student course evaluations

 Course syllabi

 Peer evaluation of instruction

Interaction with students- may include, but are not limited to:

 Student course evaluations

 Advising

Evaluation- may include, but are not limited to:

 Student course evaluations

 Course materials (e.g. presentation material, assignments, rubrics, assessments)

 Examples of student work

Experiential Education- may include, but are not limited to:

 Student course evaluations

 Incorporation of discipline appropriate speakers in class

 Use of experiential activities in the classroom

 International experiences

Curriculum and course content - may include, but are not limited to:

 Student course evaluations

 Self-reflective evaluations (tied to the annual plan)

 Teaching Analysis Polls

 Moving learning objectives forward based on assessment findings

 Development of innovative pedagogical methods and materials

Instructional Design:

 Use of appropriate technology to improve learning (i.e. clickers, video, conference calls, field trips, lecture techniques, discussion, case studies, etc.)

Other- may include, but are not limited to:

 Grants to support teaching and/or course development

 Publication of widely-adopted and/or acclaimed instructional materials

 Development of new courses

 Major revision of existing courses

 Serving as chair of a student’s honors or graduate thesis committee

 Teaching awards

 Continued professional development (on and off campus workshops: i.e. CFI, CIT, etc.)

 Collaboration in development, delivery, or assessment of student learning

2. Scholarly Activities and Professional Qualifications

All areas of scholarly activities are viewed important to Learning, Technology & Leadership Education. Dissemination may include discipline based scholarship, contributions to practice, or learning and pedagogical research.

Discipline-based scholarship contributions add to the theory or knowledge base of the faculty member’s field.

Contributions to practice influence professional practice in the faculty member’s field.

Learning and pedagogical research contributions influence the teaching-learning activities of the field.

It is the responsibility of faculty to articulate his/her scholarly activities and professional qualifications.  Scholarly activities and professional qualifications MUST in part include dissemination in peer reviewed writing.

Possible sources of evidence may include, but are not limited to

 Published research results and theoretical innovation

 Articles in practice-oriented journals,

 Creation and delivery of executive education courses,

 Development of discipline-based practice tools,

 Published reports on consulting

 Distribution of materials for use in courses,

 Creation of published teaching aids, and

 Research on pedagogy

 Publication in refereed journals

 Research monographs

 Scholarly books (including chapters)

 Published books

 Proceedings from scholarly meetings

 Written cases with instructional materials

 Consulting reports

 Presentations at scholarly meetings

 Invited presentations

 External funding

3. Service

Activities/Participation: Activities/Participation service is defined as participation in program, college, university, and professional events for which faculty visibility is important. Generally, such participation does not require additional efforts either before or afterwards. Attendance at graduations, program, department and college meetings is expected and not noted as a service accomplishment

Membership/Planning: Membership/Planning service is defined as important activities in support of one’s program, the college, the university, or the profession that involve a moderate to significant time commitment. It is involvement but not significant leadership. It is anticipated that the bulk of one’s service activities will fall into this category.

Leadership: Leadership service is defined primarily as activities that involve a very significant time commitment. Secondary indicators of Leadership service are:

 a high level of personal responsibility;

 involvement in activities that are critical to the mission of the program, college, university, or professional organization;

 distinguishing oneself in a leadership role, whether elected or appointed;

 serving, with distinction, one’s profession and/or the external community in a role that exploits one’s professional knowledge, skills, and talents;

 “making a difference” in those areas in which one has chosen to serve; and

 being widely recognized as one who has an exemplary attitude towards service commitments and who serves as a role model for other faculty.

It is the responsibility of faculty to articulate their activities and the role he/she played.

Possible sources of evidence may include, but are not limited to
Activities/Participation Evidence 
 having lunch with potential employers, students or parents

 attending academic open houses, awards ceremonies, program seminars, school seminars, etc.

 participating in program assessment efforts requiring universal faculty involvement

 participating in faculty recruiting (meeting with candidates, attending candidate seminars)

 attending career fairs, major/minor fairs,  internship fairs, etc.

 attending senior project presentations

 other participatory activities at the school, college, university, and community level

Membership/Planning Evidence of service may include, but are not limited to:

 member of program, school, or university committees, or Faculty Senate

 proceedings editor for a regional conference,

 editor for a journal

 reviewer for a journal

 program/track chair for a regional conference

 active participation in curriculum development

 participation in university-sponsored programs

 actively engaging working professionals in program activities

 alumni and professional relations

 awards

 freshman advising

 community service learning

Leadership Service Evidence 
 editor of a peer reviewed journal

 chair of an important committee

 responsibility for significant curriculum reform

 leadership role in faculty senate

 faculty advisor to an active, successful student organization

 high level office in a prestigious state, regional or national organization involving a significant time commitment

 coordinator for undergraduate or graduate program

B. Standards of Evaluation

1. Promotion to Associate Professor and Tenure

Satisfactory for Promotion & Tenure 

 Teaching

o Evidence of satisfactory teaching as exhibited by a representative sample of sources of evidence.

 Scholarly Activities and Professional Qualifications

o Evidence of satisfactory body of work in quality meritorious outlets as exhibited by representative sample of sources of evidence.

 Service

o Evidence of satisfactory leadership in one or more areas in addition to active participation and membership in the program, school, college, university, community, and/or discipline as exhibited by representative sample of sources of evidence.

Excellence for Promotion & Tenure
 Teaching

o Evidence of excellent teaching as exhibited by a representative sample of many areas of evaluation AND going beyond the norm to improve the education and learning of students within the classroom, program, school, college, university, or discipline.

 Scholarly Activities and Professional Qualifications

o Evidence of excellent body of work in quality meritorious outlets as exhibited by representative sample of sources of evidence AND the achievement should go beyond the norm in quantity, OR quality, OR merit.

 Service

o Evidence of substantial leadership in one or more areas in addition to active participation and membership in the program, school, college, university, community, and/or discipline as exhibited by representative sample of sources of evidence.

2. Promotion to Full Professor

Satisfactory for Promotion to Full Professor

  Teaching

o Evidence of satisfactory teaching as exhibited by a representative sample of sources of evidence.

o Developing quality course or courses for the overall improvement of the program, school, college, or university.

 Scholarly Activities and Professional Qualifications

o Continued evidence of excellent body of work in quality meritorious outlets as exhibited by representative sample of sources of evidence AND has established a regional reputation.

 Service

o Evidence of satisfactory leadership in one or more areas in addition to active participation and membership in the program, school, college, university, community, and discipline.

o Service should be beyond the expectations of an associate professor

Excellence for Promotion to Full Professor

 Teaching

o Evidence of excellent teaching as exhibited by a representative sample of many areas of evaluation AND going beyond the norm to improve the education and learning of students within the program, school, college, university, or discipline.

o Teaching should reach beyond the single classroom and build the program, school, university, or disciplines overall quality.

 Scholarly Activities and Professional Qualifications

o Evidence of excellent body of work in quality meritorious outlets as exhibited by representative sample of sources of evidence AND the achievement should go beyond the norm in quantity, OR quality, OR merit AND has established a national or international reputation.

 Service

o Evidence of substantial leadership in one or more areas in addition to active participation and membership in the program, school, college, university, community, and discipline.

Department Meetings

Department meetings are held on the 1st Monday of the month at 3:30.  All fulltime faculty members are expected to attend and all adjunct faculty are strongly encouraged to attend.  Agendas and minutes of meetings are found on the J: drive. Amy Brooks prepares the department meeting agenda, keeps the minutes and then posts the minutes for us and emails us with reminders.  Please forward any agenda items to Amy for inclusion on the agenda by the Wednesday prior to the meeting.  These meetings are the heart of our department and are where decisions are made.  The department head facilitates these meetings.   As colleagues, this is where we can work together to resolve issues and build our future. 

Program and Faculty-of-Expertise Meetings   

Program faculty meetings are held on the 2nd and 4th Monday of the month at 3:30pm.  The meeting place is determined by each program or faculty of expertise.  Our department has several programs and equally as many faculties of expertise (foundations & diversity, curriculum, educational technology, leadership, etc.).  For administrative purposes program faculty will need to meet to address issues of enrollment, assessment, scheduling and resources.  The same can be said for faculty-of –Expertise.   Curriculum development and implementation within and across programs will benefit from meetings of all those who contribute to the evolution of the knowledge base and the field.  
College Meetings

College-wide meetings are held on the 5th Monday in months when they occur.  This provides the opportunity for one meeting per semester, on average.
Email Updates

Email has become a great way to communicate quickly and easily with one another.  We can then immediately pass along to you information about employment possibilities, training events, conferences, or other opportunities through the Department Head Email Update.  We also use this update to invite you to participate in activities, to remind you of upcoming deadlines, and to share good news.  Program Coordinators and Faculty-of Expertise conveners are encouraged to use regular email updates as a means of communicating with faculty.

Website

As you may already know, many of our students first meet us through the Internet. Our website address is: http://www.jmu.edu/coe/  The website features information about the people who are members of our learning community.  In addition, the site includes application information, curriculum information, a program calendar, copies of recent editions of the newsletter, and information about important events. Our departmental site provides links to other organizations and resources.

Retreats

Twice per year, faculty conducts a daylong retreat to review the year and to brainstorm possibilities for the department.  

External Advisory Committee

We remain in a much extended process of organizing our External Advisory Committee, which will consist of professionals associated with the work of our department. Some of the committee members will be graduates of departmental programs who are active in the field.  This advisory group will meet to study and make recommendations for strengthening the department.  

Formal Program Assessment Procedures

We have developed several formal assessment procedures to receive your feedback and suggestions.  First, in courses, faculty will ask students to assess their teaching performance and the class activities.  Second, when students apply for graduation, we ask them to complete an exit questionnaire assessing the entire Learning, Technology and Leadership Education department and their program of study.  Finally, we contact alumni within five years of graduation to request that they complete our alumni survey.  These assessments have helped us to improve courses, the curriculum, and our program as a whole.  We encourage faculty to also offer constructive feedback and practical suggestions in assessment of our learning experiences and program.


About James Madison University

Founded in 1908 and located in the center of Virginia’s Shenandoah Valley, James Madison University is a public university.  In its 102-year history, JMU has grown from a state normal and industrial school for women to today’s coeducational comprehensive university.

In 1914, the name of the university was changed to the State Normal School for Women at Harrisonburg.  The university became the State Teachers College at Harrisonburg in 1924 and continued under that name until 1938, when it was named Madison College in honor of the fourth president of the United States.  In 1977, the university’s name was changed to James Madison University.

The JMU Graduate School was established in 1954, when the State Board of Education authorized the university to offer programs leading to the Master of Science in Education degree.  Following are James Madison University’s Facts and Figures for 2009-2010:
 Administration: Linwood H. Rose, President; A. Jerry Benson, Interim Provost & Senior Vice President for Academic Affairs; Joanne B. Carr, Senior Vice President for Advancement; Charles W. King Jr., Senior Vice President for Administration and Finance; Mark J. Warner, Senior Vice President for Student Affairs and University Planning. 
Academic Divisions: College of Arts and Letters; College of Business; College of Education; College of Integrated Science and Technology; College of Science and Mathematics; College of Visual and Performing Arts; The Graduate School.
Degree Programs Offered

Undergraduate: 69
Master’s: 30
Educational Specialist: 2
Doctoral: 7
Total: 108
Degrees Conferred (2009-10)

Undergraduate: 3,733
Graduate: 678
Total: 4,411
Enrollment (Fall 2010)

Undergraduate: 17,657
Graduate: 1,777
Full-Time: 17,872
Part-Time: 1,562
In-State: 71.4%
Out-of-State: 28.6%
Female: 60.3%
Male: 39.7%

Total Enrollment: 19,434
Total On-Campus Enrollment: 17,428

Percent Enrollment by Ethnicity (Fall 2009)

African American: 4.07%
American Indian/Alaskan: 0.27%
Asian American/Pacific Isle: 5.04%
Hispanic: 2.52%
White: 81.46%
Unreported: 6.63%
Number of International Students: 264
Number of Countries Represented by Student Body: 69 

Applicant Details (Fall 2009)

First-Time Freshman Applicants: 20,963
First-Time Freshmen Enrolled: 3,952
Mean SAT (verbal and math only) Score (Freshman): 1,145
Transfer Applicants: 2,178
Enrolled: 683

Total Applicants: 23,141

Financial Aid (2008-2009)

Percentage of Students Receiving Aid: 55%
Types of Aid:

Grants: 18%
Loans: 40% 

Campus/Buildings (712 acres)

Academic/Administrative: 62
Support Facilities: 15
Student Housing: 34
Total: 111

Major Athletic Facilities

1) Robert and Frances Plecker 
Athletic Performance Center: Built adjacent to Bridgeforth Stadium, opened in spring 2005 to house the football program and academic support areas used by JMU’s intercollegiate sports programs, state-of-the-art sports medicine and strength training and conditioning facilities, reception areas, JMU’s Athletic Hall of Fame and a student-athlete lounge.
2) Bridgeforth Stadium/Zane Showker Field: 13,560 permanent seats; artificially surfaced track and field. Built in 1975 and enlarged in 1981; resurfaced in 2000; scoreboard with video added in 2004. It is the home to the 2004 NCAA Division I-AA National Champions in football.
3) Convocation Center: Sports and entertainment arena; Seats 7,300; opened in 1982. The Softball Complex is adjacent to the center.
4) University Recreation Center: 140,700 square foot fitness facility; opened in 1996.
5) Mauck Stadium/Long Field: Baseball stadium with 1,200 permanent seats; opened in 1978.
6) Godwin Hall: Contains 5,000-seat Sinclair Gymnasium and Savage Natatorium, with Olympic-sized pool and seating for 800; opened in 1972.
7) Soccer Complex: Natural grass complex opened in 1995.
8) Field Hockey/Lacrosse/Track and Field Complex: Artificial turf complex opened in fall 2003. 

Budget (2009-10)

Total Operating Budget: $395.2m

Tuition and Fees (2010-11)

Undergraduate (per semester):

In-State: $3,930
Out-of-State: $10,312
Room and Board: $3,850
Graduate (per credit hour):

In-State: $339
Out-of-State: $948
JMU, in partnership with the city of Harrisonburg, has established an extensive busing system that encompasses the campus and areas within the city where a majority of off-campus students reside.  JMU students, faculty, and staff members ride free of charge.  Godwin Hall is the central arrival and departure point on campus.  Copies of the bus schedule are available in the OCL in Taylor Hall, in the Godwin Hall and College Center bus stops, from any bus driver, or on the web site: http://www.hdpt.com
JAC Card
The JMU Access Card is your official university identification and the most frequently used card on campus.  With a FLEX account, the JAC may be used as if it were cash in most campus locations, as well as some off-campus restaurants and services.  The card center is located on the 3rd floor of Warren Hall, or you may visit their web site at http://www.jmu.edu/cardctr.   
University Libraries

Carrier Library is the flagship of the James Madison University Libraries, which also includes the Music Library and CISAT Library Services.  More information, tutorials, and databases are available at their website: http://www.lib.jmu.edu/.
Carrier Library allows faculty a loan period of eighteen weeks on an unlimited number of books.  One renewal is allowed per book.  Overdue fines are $0.25 per book per day. 

Also available to faculty is an Interlibrary Loan service, which borrows books, microforms, music, theses and/or dissertations, and other materials from lending libraries:   

http://www.lib.jmu.edu/loan/index.html.
Hours of operation are subject to change due to holidays and the semester system.  Carrier Library maintains an Hours of Operation Recording at 568-6921.

Carrier Library:    http://www.lib.jmu.edu/carrier/
CISAT Library:    http://www.lib.jmu.edu/cisat/index.html
The Music Library: http://www.lib.mu.edu/music/
Media Resources:  http://www.lib.jmu.edu/media/
Dr. Claire Clemens is the library liaison for the College of Education. She is a fabulous resource and is very interested in working with both faculty and students to help them take full advantage of library services.  She likes to teach and is able to customize here services to our classes and our students.  She can be reached at clemenca@jmu.edu or x8-6907. 

The Educational Technology & Media Center (ETMC)

The ETMC is a Resource Library for the School of Education faculty and students. The Center is located on the second floor of Memorial Hall.  The ETMC provides material collections, a computer lab, and equipment for instructional technologies. The phone number for the ETMC is 568-6302, and they can be found on the web at the following address: http://cep.jmu.edu/education/eml/
Other JMU Links of Interest

JMU website/homepage:   http://www.jmu.edu
Academic Advising and career Development:  http://www.jmu.edu/career
JMU Bookstore:   http://www.jmu.edu/bookstore
Campus Map:   http://www.jmu.edu/map
Campus Net (computer information):   http://www.jmu.edu/campusnet
Commonwealth One Credit Union (on-campus banking):  http://www.cofcu.org
Dining Services on Campus:  http://www.jmu.edu/dining
Disability Services:  http://www.jmu.edu/disabilityuser
Majors and Pre-professional programs:  http://www.jmu.edu/cwis/pages/colleges_depts.html
Office of the Registrar:  http://www.jmu.edu/registrar
Learning, Technology and Leadership Education homepage:  http://coe.jmu.edu

Electricity
Harrisonburg Electric Commission

89 W. Bruce St.

Harrisonburg, VA  22801

540-434-5361

Electricity can be obtained in the name of one person only.  A deposit of $75-150 will be required.  The deposit is refundable at the end of one year provided bills have been paid on time.

Water and Sewer
City of Harrisonburg

Water and Sewer Operation Center

2155 Berry Road

Harrisonburg, VA  22801

540-434-6783

A $75 deposit is required and is refundable at the end of a one-year period or on termination of residence, provided all bills have been paid in full and on time.

Gas

Columbia Gas of Virginia

800-543-8911

www.columbiagasva.com
Service connections are handled through the main office located in Richmond.
Telephone
Verizon

1790-14 E. Market St.

Spotswood Valley Square Shopping Center

Harrisonburg, VA 22801

540-432-8000 or 800-483-4300

www.verizon.com
Verizon requires that one person be responsible for telephone services.  Although no deposit is required for service, a nonrefundable $40 connection fee will appear on your first bill.  Verizon suggests that you notify it approximately two weeks prior to the date you want the phone(s) installed.

Check the local yellow pages for additional phone companies.
Cable Television

If you live in the city of Harrisonburg, you have more than one option for cable services.

Adelphia Cable Communications

160-B N. Mason St.

Harrisonburg, VA  22802

540-434-9979

www.adelphia.com
Ntelos

Port Road Texaco

704 Port Road.

Harrisonburg, VA  22802

540-433-8559 or 800-564-1395

www.ntelos.com
Basic cable services provide stations broadcasting from Richmond, Washington D.C., Charlottesville, and the local stations.  Although no deposit is required for service, there is a nonrefundable connection fee.

Newspaper Delivery
The Daily News-Record

540-574-6240
http://www.dnronline.com 

Richmond Times-Dispatch
540-337-4299
http://www.timesdispatch.com/ 

The Washington Post

800-477-4679
www.thewashingtonpost.com
The Breeze

The James Madison University student newspaper

http://www.thebreeze.org/
Banking
Commonwealth One Credit Union, located in Gibbon’s Hall Entrance 5, provides full-service banking on campus.  There are a number of other banks in the Harrisonburg area:  First Virginia Bank, BB&T, Wachovia, Bank of America, Farmers and Merchants Bank, etc.

Health Care 
During the regular academic year, the University Health Center provides health care services to all full-time students.  The Center provides treatment for routine illnesses, and provides many other services:  www.jmu.edu/healthctr/
Other Medical Care Options 

Rockingham Memorial Hospital       
(540) 433-4100

Emergicare  

    

(540) 432-9996
Carillion  

  

(800) 422-8482        
There are a multitude of health care providers in the area--consult your local telephone directory.  Additional local information may be obtained from: www.eraklinemay.com/statistics.html
Health Insurance
For Health Insurance information contact JMU Human Resources Office at 568-8090 or look online at Virginia Employee Health care options at http://www.dhrm.state.va.us/hbenefits/employeestoc.html.

Dry Cleaning

Classic Cleaners 
          
      
(540) 432-6080

Preston Drycleaners & Laundromat
(540) 433-0304

White Way Cleaners
            

(540) 434-6656

Restaurants

For an extensive resource on area restaurants, check the yellow pages,

www.jmu.edu/ucenter/uinfo/restaurants.html,

or www.myrockingham.com
Shopping

Harrisonburg boasts numerous retail stores and plazas. The Valley Mall, 1925 E. Market Street, includes JC Penney, Belk, Express, Hallmark, and other retail chains. Pier 1 Imports, Wal-Mart Supercenter, Kroger, Martins, TJ Maxx, Barnes and Noble, Books A Million, Bed, Bath, & Beyond, and numerous other stores are located near the Mall. The Shenandoah Heritage Farmer’s Market on Route 11 South sells antiques, baked goods and candies, kitchen and garden ware, quilts, etc. Textbooks and pleasure reading can be found at Downtown Books (49-B Water Street) and the University Outpost (810 Port Republic Road).  Downtown Harrisonburg is becoming a very nice place to shop, eat and gather.  Walk from Memorial Hall for lunch one day and check it out!
Movie Theatres

Grafton-Stovall Theatre

540-568-6723

Regal Cinemas 14

381 University Blvd.

540-434-7733

Area Websites of Interest

http://www.myrockingham.com
This site provides the inside “scoop” on what’s happening in and around Harrisonburg, It provides links and recommendations about where to eat, shop, relax with some drinks, and pursue recreational activities. Definitely worth checking out if you’re new to the area!

http://www.jmu.edu/map/
This links to a map of JMU, in case you are new to the campus

http://www.shenandoahvalleyweb.com/ and http://www.shenandoah.com/
Both link to news, events, and other information for the greater Shenandoah Valley region

http://www.mwaa.com/ and http://www.flyshd.com/
Links to the Metropolitan Washington Airport Authority (traveling from Dulles or Reagan National airports) and to the Shenandoah Regional Airport (in Weyers Cave)

http://www.gvbookfair.com/ Green Valley Book Fair.  Located just south of Harrisonburg (exit 240 off I-81), in the heart of the beautiful Shenandoah Valley, the Green Valley Book Fair is a discount book outlet store featuring over 500,000 new books at incredible bargain prices. Save 60% to 90% off retail on over 40,000 different titles in more than 60 different categories - including fiction, history, health and self-help, children's books, religion, science, sports, cooking, gardening, crafts, art, reference, computer books, nature and outdoors, and more.
http://www.dnronline.com/ Daily News Record.  Harrisonburg’s Daily Newspaper where you can find front-page news, local news, weather, classifieds, and more.  
http://www.jmu.edu/recreation/index.shtml James Madison University Recreation Center (UREC).  Use of the University Recreation Center (UREC) and related programs is intended for the students, faculty, and staff of the JMU community. UREC is a controlled access facility. Authorized users with full privileges include any full-time undergraduate or graduate student and full-time employees of the JMU community. Only authorized users, guests of authorized users, and approved groups are allowed entry. Authorized users must have a JACard to both enter and exit UREC.

Family members of authorized UREC participants may use the facility during designated family hours. Academic year family hours will extend from 6:00 pm Friday evening through 6:00 pm Sunday. During breaks, operational days with special hours, and May/summer session, family hours include all operational hours. Family member participation will be limited to designated family hours and entry with the sponsor/host.

http://www.ci.harrisonburg.va.us/ The Official website for the City of Harrisonburg.  This site has great links to facts about Harrisonburg, Harrisonburg’s history, area attractions, events, government, and much more.  Great site if you are new to the area.
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� What might this look like? (possibilities include # of advisees, quality of advisement)


� Over time, during the 6-year period leading up to tenure application


� Conversations with PAC and dept. chair will occur that will inform a faculty member on the degree of his/her progress.


� What does _engagement_ look like?


� Do all types of evidence of  your work _fit_ here?  Is this description broad enough to include your productivity? 


� What opportunities  does your program area to contribute on the state and/or local level?
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