Code for the Structure and Operation of the
Department of Journalism & Technical Communication
at Colorado State University
April 2005
1. DEPARTMENTAL MISSION

The Department of Journalism and Technical Communication is concerned with communication principles
and their application and effects in mass and specialized media. To fulfill this role, the department
engages in:

1.1 Teaching, to examine with students the knowledge, skills, and values that may be useful in
professional communication responsibilities.

1.2 Research and other forms of inquiry to help understand the nature, process, effects and
problems of communication, the media and of journalism education, and to test ideas that
may help us achieve the goals we seek.

1.3 Interdisciplinary teaching and research at Colorado State University.

1.4 Service to the University, to the professional media, academic communication organizations,
and outreach to the public and media/communication constituencies.

2. DEPARTMENTAL ORGANIZATION
2.1 Voting Rights and Participation in Departmental Affairs

2.1.1 Voting members of the faculty shall be limited to all tenured and tenure-track faculty
members.

2.1.2 Faculty affiliates are persons whose work associates them directly with the
department’s teaching, research, and service programs. Individuals shall be
recommended for appointment to the title of faculty affiliate by action of the voting
faculty.

2.1.3 Jointly appointed faculty, instructors, faculty on special appointment, faculty on
temporary appointment, research associates, extension specialists, and faculty
affiliates are encouraged to attend and participate in departmental meetings although
they do not have voting privileges.

2.2 Faculty Governance and Meetings

The voting members of the faculty constitute the primary policy-making body of the
department. The department chair shall chair the journalism faculty, which shall meet at
least once a month during the fall and spring semesters, unless circumstances prevent it, in
which case the faculty will meet as soon as is practical. Minutes shall be taken by the
departmental secretary or by a faculty member elected annually to serve as secretary.

2.2.1 Duties and Responsibilities.

The voting faculty shall offer advice and recommendation to the department chair on
the administration of the department and its recommendations to the dean. If a
majority of the voting faculty (or tenure committee if the case involves tenure)
disagrees with a recommendation, the chair shall also forward the separate
recommendation from the voting faculty or tenure committee.



2.3

2.2.2

All responsibility not specifically delegated to the department chair in Section C of the
current Academic Faculty and Administrative Professional Manual shall remain with
the voting faculty, who may retain them, delegate them to a standing committee, or
delegate them to the department chair. Among such responsibilities are:
recommending search and appointment procedures for permanent, temporary, full-
time and part-time faculty; renewal or non-renewal of appointments of non-tenured
faculty; merit evaluation and promotion; discussing potential candidates among the
faculty for University and College committees; recommending departmental program
development; relations with national associations; conferences; maintaining relations
with student publications and media; making recommendations on college and
university policy; and other relevant matters.

Standing Committees

To conduct its business efficiently and effectively, and to provide for thoughtful review of
proposals, the voting faculty establish the following standing committees, the composition of
which -- with the exception of the tenure committee -- shall be determined annually by the
department chair based on written preferences submitted by faculty members. Other
committees may be established by the voting faculty as warranted. The standing committees
include:

23.1

2.3.2
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Tenure and Promotion Committee. The Tenure and Promotion Committee is charged
with making recommendation to the department chair concerning tenure.
Membership of the committee shall consist of all tenured faculty in the department.
The committee is chaired by its own elected chair who, in turn, represents the
committee’s deliberations in follow-up meetings between probationary faculty
member and the department chair. If the department chair does not have tenure, the
chair shall not have a vote. When the committee meets, its deliberations shall be
closed. Its votes shall be by secret ballot. Probationary faculty members shall be
notified immediately as to whether the vote was “for tenure” or “against tenure.

Curriculum Committee. The Curriculum Committee shall deal with and make
recommendations to the voting faculty on matters dealing with both undergraduate
and graduate curricula, including addition or deletion of courses or programs,
uniformity of grading standards, or course work. The chair of the committee shall be
the department’s representative to the College Curriculum Committee.

Graduate Committee. The Graduate Committee shall have the primary responsibility
for administering the graduate program and for selection, admission, and evaluation
of graduate students, including periodic review or approval of individual students’
programs. Graduate course or seminar proposals originate with the graduate
committee before being forwarded to the Curriculum Committee. The Graduate
Committee will (1) designate and host graduate guest scholars, (2) represent and
advocate interdisciplinary master’s and Ph.D. level graduate study with other
Colorado State University departments, and (3) develop policies and procedures for
off-campus graduate study in Denver and elsewhere.

2.3.4.1 The graduate coordinator assigns the student upon admission to a
temporary graduate adviser. By the end of the second semester, the
student will have selected a permanent faculty adviser/thesis chair from
among the tenured and tenure-track journalism faculty. Normally, the
adviser is selected on the basis of subject matter expertise in the student’s
field of interest. The student then selects a tenured or tenure-track faculty
member to serve either as co-adviser or as a committee member from the
department. The faculty delegates to the graduate committee and the
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graduate program coordinator the responsibility to appoint faculty to
graduate student advisory committees.

2.3.5 Internships and Placement Committee. The Internships and Placement Committee
shall have primary responsibility for solicitation and administration of professional
internships for students, and for department placement activities.

2.3.6 Professional Liaison Committee. The Professional Liaison Committee is responsible
for developing programs to provide effective continuing education and professional
liaison opportunities for Colorado media and communication professionals including
CSU journalism alumni, high school journalism students and teachers, etc. The
committee advises the chair on matters relating to alumni and development activities.

2.3.7 Diversity Committee. The Diversity Committee develops and monitors the
department’s diversity plan. The committee recommends student and faculty
recruitment and retention programs as well as plans to infuse the curriculum with
diverse ethnic and cultural underpinnings.

2.3.8 Technology and Equipment Committee. The Technology and Equipment Committee
develops and updates 3-5 year equipment purchase plans. The committee
organizes training opportunities for faculty and students to familiarize themselves with
new equipment and applications. It recommends expenditures for equipment and
computer software from available funds.

2.3.9 Library-Information Resources Committee. The Library-Information Resources
Committee shall handle requests for books, periodicals, and on-line information to be
housed both at the library and in the department. The committee shall function as
departmental liaison with the university libraries and instructional services.

2.3.10 Scholarships, Awards and Banquet Committee. The Scholarships, Awards and
Banquet Committee shall work to find ways of increasing the number of scholarships
and awards available to journalism students. It is responsible for coordinating the
annual spring awards banquet.

2.3.11 Academic Standards Committee. The Academic Standards Committee deals with
appeals from students principally those relating to admission to the major as well as
grade appeals. The committee’s procedures regarding grade appeals will conform to
those outlined in section | of the current Academic Faculty and Administrative
Professional Manual.

2.3.12 Merit Evaluation Committee. The Merit Evaluation Committee is charged with
making recommendations to the department chair concerning annual activity audits
for each faculty member. Membership of the committee shall consist of full-time
faculty members, one from each rank. Tenure is not a consideration for membership.
The committee shall be elected annually by the voting faculty. Criteria for evaluation
of the annual activity audits by this committee shall be approved by the voting faculty.

Designation and Responsibilities of the Chair
2.4.1 The department administrative officer shall be designated as department chair.
2.4.2 Duties and Responsibilities

The current Academic Faculty and Administrative Professional Manual, under

DEPARTMENT HEADS (Section C) specifies the department chair duties and
responsibilities. In carrying out those duties, the department chair shall actively



solicit the advice of the faculty, which is the primary policy-making body of the
department through the voting journalism and technical communication faculty, the
Tenure and Review Committee and other standing committees as provided for in this
document.

2.4.3. Selection of Department Chair.

The manner of selection and appointment of department heads adheres to
procedures set forth in section C of the current Academic Faculty and Administrative
Professional Manual. An interim appointment of an acting department head is
recommend by the dean of the college or to cover periods of absence or vacancy.

2.4.4 Term of Office.

The term of office for department chair shall be five years. Department
chairs may be appointed for more than one term, the limit on the number of
terms to be determined by the University regulations concerning retirement.
The term of a department chair may be terminated before the normal five-
year period for reasons of serious ineffectiveness in dispatching the chair's
administrative duties. Not later than October 15 of the fifth year of the term
of office of a department chair, the dean of the college will assess the extent
to which faculty prefer reappointing the incumbent or selecting a new chair.
The dean’s assessment will include preference/evaluations forms solicited
from all faculty and support staff, annual evaluations and administrative
reviews, the incumbent’s wishes, and other input sought by the dean. The
department faculty, the administrator of the department, the
Provost/Academic Vice President, and the President shall be notified in
writing of the recommended action by December 15 of the fifth year in
incumbency.

Should the determination be made to select a new chair, the Dean will
constitute a faculty committee to oversee the process of recommending a
new chair either from within the ranks of existing tenured associate and full
professors or from an outside national search.

3. SEARCH PROCEDURES

Procedures relating to the review of candidates for new or vacated positions (regardless of rank or type of
appointment). When an opening occurs, a search committee shall be appointed by the chair upon the
concurrence of the voting faculty. At least one member of the search committee shall come from the
concentration or area of expertise involved. The search committee will follow university and college search
procedures, which include circulation of the job description, announcements, screening, with submission of
names of final candidates to the voting journalism faculty, and recommendations to the chair of the
department.

4. EVALUATION OF DEPARTMENT FACULTY

Procedures relating to the review of recommendations for faculty members for acquiring tenure, for
promotion in rank, and for reappointment conform to sections C and E in the current Academic Faculty and
Administrative Professional Manual, and to the College of Liberal Arts Guidelines for Tenure and
Promotion. The specific departmental Guidelines for Tenure and Promotion are appended. The
departmental Guidelines note that recommendation for tenure requires clear evidence of capability for
significant professional contributions, effectiveness and promise of continuing growth in teaching and
scholarship/creative activity, and effectiveness of institutional and professional public service.
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4.2

4.3

4.4

Annual Evaluation of the Progress Toward Tenure of Untenured Faculty.

The tenured faculty will annually evaluate the progress toward tenure of the untenured
faculty, according to the criteria detailed in the departmental Guidelines. and The
department chair along with the elected chair of the Tenure and Review Committee will
notify the untenured faculty members of their progress as directed in guidelines set forth in
Section E of the current Academic Faculty and Administrative Professional Manual.

Mentoring for Probationary Faculty. Each probationary faculty member will work with a
tenured faculty member to mentor and monitor progress toward annual reappointments

and tenure. The mentor will be selected by the department chair, with input from the
probationary faculty member. If desired by the faculty member, more than one mentor may
be selected (e.g., on for teaching, one for scholarship). The role of the mentor will be to offer
continuing advice, consultation and guidance on instruction, scholarly and/or creative
activity, service, and other matters related to productive academic progress. The selection of
a mentor should not preclude seeking of advice from other faculty.

Additional departmental Guidelines for Tenure and Promotion are followed in evaluating
untenured faculty for continuing appointment as well as for tenure and promotion
consideration, and for consideration of promotion of associate professors to full. Those
Guidelines are appended.

Annual Evaluation of Faculty. The elected Merit Evaluation Committee (See Standing
Committees - 2.3.12 of this document) and Appendix 2 (Evaluation Procedures) will conduct
an annual performance evaluation of each member of the faculty. Those written narrative
evaluations and ratings are presented to the chair and to the faculty member.

4.3.1 Independently, the chair will conduct an annual performance evaluation of each
member of the faculty. The chair will compare her/his narrative written evaluations
and ratings with those submitted by the Merit Evaluation Committee.

When performance ratings assigned by the Merit Evaluation Committee and the chair
differ by more than one level in any category, the chair reports and discusses the
discrepancy with the merit evaluation committee. Should the difference not be
reconciled, the chair’s rating and narrative evaluations stands as the final
assessment for that year.

Post Tenure Review

4.4.1 In accordance with the provisions of the Academic Faculty and Administrative
Professional Manual, Section E, the Department shall conduct periodic
comprehensive reviews of all tenured faculty. The chair shall conduct Phase |
reviews according to Section E. For Phase Il reviews, if any, the procedures
according to Section E shall be followed, and a faculty review committee shall be
appointed as follows:

4.4.2 The Review Committee shall consist of all members of the Tenure and Review
Committee of equal or higher rank than the subject faculty member, excluding the
subject faculty member and others excluded according to section 4.4.3 below.

4.4.3 Any member of the Review Committee may withdraw from service because of
possible lack of impartiality. In addition, the subject faculty member, any member of
the Review Committee including the chair may challenge any member of the Review
Committee as to impartiality. The remaining members of the Review Committee shall
judge the challenged member’s impartiality and shall decide by majority vote whether
the challenged member may continue to sit on the Review Committee.



4.4.4 In its deliberations the Review Committee shall be guided by the performance
standards and criteria contained in the Academic Faculty and Administrative
Professional Manual, this Code, the “Guidelines for Tenure and Promotion of the
College of Liberal Arts”, the Departmental “Guidelines for Tenure and Promotion”,
copies of the faculty members previous Comprehensive Performance Review Phase
| and Phase Il reports, and the annual activity reports and annual merit evaluations
since his/her last Phase | review.

4.4.5 The subject faculty member may submit materials in support of her or his case. In
addition, the Review Committee shall obtain any other materials that it deems
appropriate for a full and fair consideration of the case.

4.4.6 The Review Committee shall interview the faculty member, the department chair and
any other persons (either within or without the department) who the committee, the
department chair or the faculty member under review believes could provide
relevant and useful information regarding the performance of the faculty member
under review.

4.4.7 The Review Committee shall make a determination of which of the outcomes stated
in the Academic Faculty and Administrative Professional Manual, Section E applies.
For each outcome, the Review Committee shall provide the subject faculty member
with a written summary of the review, and the faculty member may submit a written
response within 30 days. Both the review and the response shall be forwarded to the
department chair for further action as required.

4.5 Assessment of Instruction across Faculty Ranks. Timely and effective assessment of

4.6
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Instruction is critical for all faculty and instructors, regardless of the nature of appointment. This
assessment should include as wide a range of techniques and materials as may be useful. The
department will strive to have a systematic assessment program including mandated student
classroom evaluations, in-class peer reviews, course syllabi and materials, student
testimonials, teaching awards and other recognitions, and related evidence. Faculty required to
participate in formal merit, reappointment, promotion, and post-tenure reviews must submit
such evidence when requested to the Tenure and Promotion Committee, and all faculty
required to participate in annual merit reviews must submit such evidence annually to the Merit
Evaluation Committee. Faculty not so required must submit such evidence to the department
chair.

A distribution of 50% effort in teaching and advising is associated with an academic year
assignment of four three-credit TYPE A courses plus graduate and undergraduate advising and
other Type B activities. Faculty on a four-course load and a 35% or higher effort distribution for
research/creative activity must sustain a record of research and creative activity that is on a
level (in terms of both productivity and quality) equivalent to national norms at the University’s
peer universities that have four-course per year teaching loads. Non-tenured faculty who are on
a tenure-track appointment will normally be assigned no more than four Type A courses in an
academic year. As long as the agreements reached are consistent with the records of the
faculty involved and the ability of the department to fulfill its institutional mission, individual
faculty may negotiate individual effort distributions with the department chair. The department
chair has the discretion to approve temporary alterations in effort distributions that would not be
normally justifiable given a faculty member’s record if such arrangements are part of a
professional development plan designed to help faculty improve their teaching or research.

Variation in the 50%-35%-15% distribution must be agreed upon in writing between the faculty
member and department chair.



5. GRIEVANCE PROCEDURES
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5.2

In the event that grievances arise between a faculty member and the chair of the
Merit Evaluation Committee or the Tenure and Review Committee in regard to the
annual performance evaluation or any other matter of concern to the faculty member,
the procedures employed shall follow those set forth in the current Academic Faculty
and Administrative Professional Manual. (See Academic Faculty and Administrative
Professional Manual Section K concerning Category Ill type grievances.)

In the event that grievances arise between a student and a faculty member over
class performance or procedures which cannot be resolved between the student and
faculty member, the department chair will refer the matter to the Academic Appeals
Committee for review. In the event that these review procedures do not resolve the
matter, the student or faculty member or chair can appeal the matter to the Dean of
the College of Liberal Arts.

6. PROCEDURES FOR SELF-EVALUATION OF DEPARTMENTAL OPERATIONS

6.1

Procedures for the self-evaluation of departmental operations shall follow those set
forth in the current Academic Faculty and Administrative Professional Manual
(Section E) or as directed by the Dean of the College of Liberal Arts or the
Provost/Vice President for Academic Affairs.

7. REVIEW AND AMENDMENTS TO THE DEPARTMENTAL CODE

7.1

7.2

7.3

The Code shall be reviewed by the faculty in the year prior to the end of the term of
the chair.

A review of all or of any part of this Code may be instituted at the request of the
voting faculty provided that request receives a two-thirds majority approval at a
scheduled departmental meeting.

The Code may be amended by a two-thirds vote of the voting faculty at a scheduled
faculty meeting provided that the proposed amendment was presented and
considered in the scheduled meeting immediately preceding. Final approval,
however, rests with the Dean of the College of Liberal Arts and the Provost/Academic
Vice President.
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