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 THE COLLEGE OF COMMUNICATION & EDUCATION 
 
Welcome to the CSU Chico, College of Communication and Education (CME). 
Established in 1992, The College has a rich history of excellence and includes 
seven units: one school, five departments, and a program.  Degree options include 
the Bachelor of Arts, the Bachelor of Science, the Master of Arts and Teaching 
Credentials. While each unit varies in its particular academic foci, career 
preparation, and degree option, all are united by the interdependence of 
communication and education as the two critical processes that make the College 
of Communication and Education an exemplary learning community that nurtures, 
embraces, and values students’ potential.  We value the knowledge and expertise 
of our faculty across the disciplines represented in the college while embracing 
opportunities for collaborative, interdisciplinary, and innovative teaching, research, 
and service.  
 
This CME handbook is designed as a companion piece to the CME Constitution 
and serves to operationalize various policies and practices described therein. The 
Handbook introduces faculty to the role of the College office, describes the 
membership, functions, and procedures of College Level Committees, and 
provides access to College and University resources for faculty, students, and staff.  
 
VISION STATEMENT 
As a nationally recognized innovator in professional practice, the College of 
Communication and Education aspires to be the college of choice for students to 
develop their full potential. 
 
MISSION STATEMENT 
The mission of the College of Communication and Education is to prepare our 
students to be effective, educated, engaged, and ethical leaders in their 
relationships, communities, and professions. We do so by building a student-
centered learning environment that focuses on the innovative pairing of disciplinary 
knowledge and applied professional practice to meet the needs of a diverse 
society.  
 
GUIDING COMMITTMENTS 
 
Our mission is driven by these five guiding commitments: 
 

• Preparing Change Agents and Life-long Learners 
Our students are leaders and life-long learners who reflect our 
commitment to effective communication, civic engagement, community 
building, and the collaborative and holistic development of human 
potential. 
 

• Crafting Meaningful Narratives  
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Our goal is to educate critical consumers and producers of the stories 
that shape our individual and collective lives and futures. 
 

• Educating the Whole Person 
Our pedagogy honors the humanity, well-being and potential of all our 
faculty, staff and students. Student learning and student success guide 
our practice. 
 

• Enabling Access and Equity  
Our programs, practices and curriculum embrace and promote diversity. 
 

• Building Community through Collaboration 
Our College seeks to continually improve our communication, 
community-building, and collaborative processes and practices. 
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THE COLLEGE OF COMMUNICATION AND EDUCATION 

DEPARTMENTS, PROGRAMS, AND SCHOOLS 

The Department of Communication Arts and Sciences provides students with two 
distinct programs: one leads to comprehensive and clinical understandings of 
communication sciences and disorders, preparing students for professions in or 
related to speech language pathology and audiology; the other explores knowledge 
and skills related to the power of communication in rhetoric, interpersonal 
relationships, group settings, workplaces, civic organizations, media, and society. 
  
The Department of Journalism and Public Relations is grounded in ethics and 
professionalism. It offers a skill set in high demand by employers in the digital 
information industry, focusing on a broad range of written, oral, and strategic 
communication, including multi-platform storytelling. 
 
The Department of Kinesiology promotes lifetime physical activity for all ages and 
ability levels by educating students in exercise science, school physical education, 
coaching, strength and conditioning, and fitness and wellness. 
 
The Department of Media Arts, Design, and Technology prepares students to be 
professionals and entrepreneurs in media and design through a focus on the 
synergy of art, craft, and technology. Students emerge with the critical thinking, 
collaboration, and leadership skills necessary to thrive in their media professions. 
 
The Department of Recreation, Hospitality and Parks Management creates a 
welcoming community committed to academic excellence that prepares students to 
lead and serve others in the fields of recreation, hospitality, and parks 
management. The department values choice, civic engagement, community, 
diversity, globalism, honesty, joy, happiness, quality of life, knowledge, scholarship, 
lifelong learning, service, including service learning opportunities, and 
sustainability. 
 
The Liberal Studies Program is an interdisciplinary program that provides students 
with the foundational knowledge, critical inquiry, problem solving, and collaborative 
skills that are the necessary preparation for entering a teaching credential program 
or other careers that require broad-based skills. 
 
The School of Education focuses on the power of education to create a diverse, 
democratic, and socially responsible society in which every learner is valued and 
students learn to become effective, reflective, and engaged educators. 
  

http://www.csuchico.edu/cme/
http://www.csuchico.edu/cmas/
http://www.csuchico.edu/jour/
http://www.csuchico.edu/kine/index.shtml
http://www.csuchico.edu/madt/
http://www.csuchico.edu/recr/
http://www.csuchico.edu/lbst/index.shtml
http://www.csuchico.edu/soe/
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THE COLLEGE OFFICE 
 
The CME office is located in Tehama 203. The general number is (530) 898-4015 
and the zip is 0145. During the academic year, the College office is open to the 
public from 8:00 a.m. - 5:00 p.m. Summer hours are Monday-Thursday, 7:00 a.m. - 
5:30 p.m. The college office houses the Dean, the Administrative Analyst (AAS) 
and office staff.  
 
The CME Office is the location of all department and college staff mailboxes. The 
CME office serves as a repository for personnel files and materials. All Personnel 
Action Files (PAFs) maintained in the office and faculty dossiers are kept on file 
there while under review and are available for viewing upon request.  
 
The Office conference room is a convenient and comfortable place for meetings or 
review of RTP files. Booking arrangements can be made through the office.  
Please keep the area clean and organized. Sustainable office practices are 
followed. A private lactation station is available upon request. 
 
SERVICES AND SUPPORT 
The role of the Dean and the College staff is to provide fiscal stewardship of all 
College resources and support for its departments. CME provides budget 
allocations to departments and pays for all staff salaries, in-range progressions, 
and reclassifications in the College. The Dean’s office serves as the central 
headquarters for all faculty and staff evaluations. The Office also maintains file 
records for forms routed across campus as well as other historical documents. 
Other support services provided by the CME staff include contract generation, 
payroll, FTES targets and tracking, and approvals for Tenure Track Hiring, AWTU, 
and travel requests and claims. In essence, the primary role of the College is to act 
as a resource for faculty, staff and students. The College Advancement Officer 
helps CME alums to stay connected to College events and goings on. Resources, 
supports, and service opportunities provided by the College are described in the 
following pages. 
 

• COLLEGE LEADERSHIP 
The Dean and Chairs Council (DAC) is the leadership team of the college. 
This group meets bi-monthly to review procedures, explore new initiatives, 
and engage in strategic planning. The College assists chairs in managing 
their budgets and provides budget training to Department ASC’s. The Dean 
meets with DAC and with Chairs individually as needed to review FTES 
targets and budget allocations. The AAS supports all Department ASC’s and 
conducts regular meetings with this administrative support group to review 
and update processes and procedures.  

 
• ONLINE RESOURCES 

The College of Communication and Education website is a good resource 
for college information and easy access to the departments, programs, and 
school within the college.  The website features links for prospective 

http://www.csuchico.edu/cme/
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students, current students, alumni, parents, and friends, faculty and staff, 
and the office of Outreach, Research, and Grants. The site features 
regularly updated announcements about opportunities and CME and 
University events. 
 
CME maintains an online community for the Dean and Chairs (DAC) through 
BbLearn. The online community houses the CME Constitution, as well as all 
other governing documents, reports, department forms and resources. DAC 
members are expected to use the College of Communication and Education 
Online Community area on a regular basis.  
 

• TRAVEL 
CME recognizes and supports scholarly work and community engagement 
as an important dimension faculty development. The College office is 
responsible for reviewing all submitted travel claims for accuracy so that all 
paperwork associated with travel is and reimbursements occur in a timely 
manner. In order to avoid delays and assure approval, faculty and 
departmental support staff responsible for submitting travel claims to the 
College office should review campus travel policies and the helpful hints 
below. In an effort to aid departments to complete forms correctly and avoid 
repeated errors or missing information, claims that lack complete or 
accurate information will be returned for revision. The Dean has final 
approval for all travel except international travel.  
 
Before you travel, submit a Travel Request Form. The Travel Request 
Approval form is available either from your department or by clicking on 
Travel Policies and Forms (look for Travel Request Approval and Travel 
Request Claim). No reimbursement will be processed for any claimed 
expense if a travel request was not submitted. All university-related travel 
must be first approved by the Chair and include a plan for providing 
alternative course session arrangements.  Per university policy, the travel 
request process must be completed even if reimbursement will not be 
sought.  
 

After the trip is completed, all receipts and documentation should be given to 
appropriate administrative support personnel in whatever form the department 
requests. Travel Expense Claim forms are due in Accounts Payable no later than 
60 days from the final date of the trip. The College office will provide individual staff 
training to assist departments on properly completing forms.  
 
 

Helpful Reminders 
• Submit a detailed receipt that includes payment source (such as a 

credit card number) 
• Itemized receipts are required for all expenses $25.00 and over 
• Alcohol is not reimbursable 

http://www.csuchico.edu/fin/forms.shtml#policies-procedures
http://www.csuchico.edu/fin/forms.shtml#forms--ap
http://www.csuchico.edu/fin/forms.shtml#forms--ap
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• All mileage needs to be calculated 
• Use the Business Remarks (Box 20) for any items that need 

explanation 
 

• FACULTY AND STAFF DEVELOPMENT 
In keeping with our guiding commitments, CME aspires to recruit, support 
and retain diverse, high quality faculty and staff. Toward that end, the 
College periodically offers workshops that share best practices in teaching 
such as inclusive pedagogy, teaching with technology, and 
interdisciplinarity. Research in the College that bridges-the-gap between 
theory and practice is encouraged and supported.  
 

• SCHOLARSHIPS  
The College of Communication and Education, in partnership with alumni, 
parents, friends, and industry, is committed to providing opportunities, 
through scholarships, to those students who demonstrate outstanding 
academic performance and/or financial need. The college awards more than 
100 student scholarships each year. Applications can be obtained online 
through the Scholarship Office. 
 

• STUDENT SERVICES 
CSU, Chico offers many opportunities for students to become involved in 
campus life. As CME faculty, you may want access to the wealth of services 
available for students. Much information about academic advising can be 
found on the Current Students: Academic Life Website.  
 

• The Cross-Cultural Leadership Center offers a variety of programs 
that enhance leadership development, cultural awareness, 
community education, and the creation of a constructive social 
change. Each program provides an opportunity for students to build 
connections keeping students Connected, Respected and Affirmed. 

 
• The Career Center provides support for students searching for jobs 

and internships in all fields. Many workshops are available to help 
students prepare resumes and interview for positions.  

 
• The Student Support Services (SSS) program is one of three TRIO 

programs originally funded under the Higher Education Act of 1965, 
whose objective is to help students overcome class, social and 
cultural barriers towards the successful completion of their 
postsecondary education. Funded by the U.S. Department of 
Education, SSS is committed to helping low-income, first-generation 
college students, and students with disabilities achieve a bachelor's 
degree. 

 

http://www.csuchico.edu/fa/scholarships/index.shtml
http://www.csuchico.edu/current-students/index.shtml
http://www.csuchico.edu/cclc/programs/index.shtml
http://www.csuchico.edu/careers/index.shtml
http://www.csuchico.edu/sss/
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There are times when you will need to refer agitated or students in distress 
to support services. These include the Counseling and Wellness Center in 
SSC 430, x6345, Accessibility Resource Center (ARC) in SSC 170, 
x5959 or Student Judicial Affairs in SSC 190, x6897. Each website 
includes a rich array of information, partnerships, resources, and supports.  
 
The releasing or public posting of a student’s academic record, status, or 
progress, including grades, without the student’s written permission is a 
direct violation of the Title V Family Education Rights and Privacy Act 
(FERPA).  In addition, it is not advisable to release any student information, 
including student identity number, address, or phone number without prior 
permission from the student. Social Security numbers should never be used. 

 
• INSTRUCTIONAL SUPPORT, POLICIES, AND APPEALS 

Various forms that are used in conjunction with student needs are available 
on the College of Communication and Education Online Community or in the 
department office.  Students add or drop classes through the online Chico 
State Portal system.  During the third and fourth week of classes, students 
must follow the class add or drop process that requires the instructor’s 
signature. Census date is the fourth Friday of the semester, after which the 
signature of the Director and College Dean is required. A ‘serious and 
compelling’ reason must be filled in on the form. It is the student’s 
responsibility to walk the form through the process and deliver it to Student 
Records and Registration, since fees are often involved. Occasionally, 
students request to enroll in a course via Open University.  

 
See the University Catalog for information on the grading system at CSU, 
Chico. Faculty members are asked to maintain a complete record (i.e., 
grade book or equivalent) of the scores and marks used to determine 
student grades for at least five years. The Student Judicial Affairs website is 
an excellent source of academic integrity resources for students and faculty. 
In the event of a grade dispute, the University Grading Policy (EM-10-01). 
Students who believe that an appropriate grade has not been assigned 
should first seek to resolve the matter informally with the instructor of record 
(Article IX, Assignment of grades and grade appeals). If the matter cannot 
be resolved informally, the student may pursue the complaint through the 
Student Grievance Procedures as described in EM 05-010. 

 
PROMOTING & SUPPORTING ACHIEVEMENTS 
CME values all its members and seeks to recognize and reward students, faculty, 
and staff for their outstanding work and accomplishments. The expertise and 
accomplishments of CME faculty are prime indicators of an institution’s quality. The 
College asks that all tenured, tenure track, and temporary faculty update their CVs 
each year and submit the past year’s scholarly achievements when asked. We 
support Chico State’s Public Affairs and Publications Office in their goal to increase 
the public’s awareness of our high-quality faculty and programs. Here are some of 
the College’s efforts to promote faculty achievements: 

http://www.csuchico.edu/counseling/
http://www.csuchico.edu/arc/
http://www.csuchico.edu/sjd/
http://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html
http://www.csuchico.edu/sro/forms/index.shtml
http://catalog.csuchico.edu/viewer/home
http://www.csuchico.edu/sjd
mailto:http://www.csuchico.edu/prs/EMs/2010/10-018.shtml?subject=University%20Grading%20Policy
mailto:http://www.csuchico.edu/prs/EMs/2005/05-010.shtml?subject=EM%2005-010
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• STUDENT, STAFF, AND FACULTY RECOGNITION 
Each academic year the College plans receptions and events to thank and 
appreciate staff and faculty. These events include a Welcome Back 
Reception, Holiday Open House, End-of-the-Year Assembly, and Koffee 
and Kudos. The College boasts its own Outstanding Student Award and 
Inspirational Professor Award, established in 2016 by the CME Academic 
Student Senator. The CME awards program to recognize outstanding staff 
and faculty is under development as are plans for events that recognize and 
provide a showcase for students’ scholarly achievements. 

 
• THE CME WEBSITE 

The CME Website features people, programs, and professional 
opportunities for students the site is a good opportunity for faculty, staff, and 
student recognition. If you are interested in having your recent 
accomplishments showcased on the CME Website, please contact CME 
office staff. Additionally, the website houses all College program portfolios 
and Annual Program Assessment Reports (APARs) and is the go-to location 
for faculty and staff resources. The CME Newsletter Voices debut is 
scheduled for 2017-2018 and will be available on the website. 

 
• THE CME OFFICE OF OUTREACH, RESEARCH, & GRANTS 

The College of Communication and Education established the CME Office 
of Outreach, Research, and Grants (ORG) in 2011 to provide support to 
CME administrators and faculty interested in seeking external grant and 
contract funding opportunities. The CME ORG office is dedicated to serving 
faculty and students of California State University, Chico and specifically the 
College of Communication and Education faculty in their efforts to provide 
quality education and training experiences for students and professional 
development opportunities for teachers in partner K-12 schools. Benefits of 
external funding to students majoring in Communication Arts and Sciences, 
Communication Design, Journalism, Liberal Studies, Education, Recreation, 
and Kinesiology include financial support in the form of stipends, experiential 
field opportunities, and cohorted training programs. The ORG office also 
provides support and project administration services upon funding 
award. Available support and services provided include: 

 Proposal Research and Proposal Development 
 Budget/Fiscal Management Services 
 Project Administrative/Clerical Support Services 
 Coordination of Funded Projects 
 Sub-Contract and Independent Contractor Agreement 

Development 
 Data Collection and Management 
 Performance Reporting Assistance 

http://www.csuchico.edu/cme
http://www.csuchico.edu/cme/faculty/outreach-research-grants.shtml
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 Project Liaison Services:  Campus Departments; K-12 
Schools; Community Agencies. Foundations; Funding 
Agencies 

 
• FACULTY EXPERT DATABASE 

The Faculty Expert Database is used primarily by reporters and editors 
working on stories and looking for experts. It is also used by the Office of 
Sponsored Programs to contact faculty about grant and contract 
opportunities. If you want to be included on the database, contact the Public 
Relations Officer at x4143.  

 
• UNIVERSITY SPEAKERS BUREAU 

The Speakers Bureau helps local and regional organizations find speakers 
among our faculty and staff. The community relations benefits to this service 
are considerable. If you would like to be considered for future speaking 
engagements, call x4143 with your topic(s) of choice. 

 
• PUBLICITY 

The University issues two publications that regularly feature faculty 
accomplishments. In the News is a feature in Chico Statements, the campus 
magazine that is published once a semester, and Inside Chico State, is the 
campus e-newsletter published six times a year that focuses on feature 
stories about our faculty and students. If you are quoted or featured in the 
media, particularly outside Chico, please inform the publications staff so that 
the article can be included in the campus publications as well. Public Affairs 
and Publication is located in Kendall 114, x4143. Public Affairs and 
Publications is always looking for ideas for stories in their respective 
publications so let them know if you are involved in something noteworthy.  
 

  

http://apps.csuchico.edu/facultyexpert/
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FACULTY EVALUATION PROCEDURES 
 
GENERAL PROCEDURES 
The role of the Dean’s Office is to facilitate and support all evaluation processes 
and house and maintain specific personnel documents. The following section 
describes general CME procedures and practices for the evaluation of all faculty as 
well as the specific requirements for temporary, tenure-track, and tenured faculty, 
each of which require a similar yet slightly different set of expectations and 
materials for review. The College adheres to all university policies and procedures 
for developing, maintaining, and accessing all faculty Personnel Action Files (PAF) 
and the Working Personnel Action File (WPAF) required for tenure-track and 
tenured faculty, as well as policies and procedures for evaluation of faculty and 
temporary faculty (FPPP 8.0-11.0).  
 
The Administrative Analyst/Specialist will work directly with the Department 
Personnel Committees (DPCs) and chairs to ensure that everyone is on track for 
the evaluation review process. A draft evaluation calendar is sent out in August, 
prior to the beginning of the semester (see Appendix 1, Draft RTP 
Calendar).  Chairs should carefully review the names for accuracy.  The Dean’s 
office will email faculty eligible to go up for promotion to see if they would like to be 
included in the calendar.  Faculty going up for promotion early or after their initial 
eligibility should notify the AAS to be included in the RTP calendar. The College will 
send out reminder notices two week prior to each calendar deadline and provide 
pre-populated appropriate forms to insure consistency and accuracy. The college 
office will hold any rebuttal until completion of the review level. The college staff are 
not responsible for editorial review, but simply provide the framework: calendar, 
reminder and circulation of rebuttals. The college office is committed to providing 
support through annual RTP workshop for chairs, faculty going up for review and 
personnel committee members.  One member of each department committee 
should attend the Fall RTP workshop. 
 
The Dean’s Office creates a Personnel Action File (PAF) for each faculty member 
hired. The PAF is the official personnel file for all faculty members managed by and 
held in the Dean’s office. The PAF contains correspondence about employment 
status and personnel actions (e.g., contract renewals; promotion; award of tenure), 
as well as information such as peer evaluations, signed statements of evaluation, 
and summaries of student evaluations. The PAF is maintained throughout the 
faculty member’s career with CSU, Chico.  
 
All faculty may view their PAF at any time when the Dean’s office is open, but 
should either email office staff or call 898-4015 to reserve either the conference 
room or RTP room for review.  Faculty may make copies of any PAF items, but 
may not alter the PAF in any way.  Please reserve either the conference room or 
the RTP room to review files. Prior to reviewing the file, you will need to sign the 
front signature page indicating that you have reviewed the PAF. Faculty members 
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may have access to their own file at any time during the normal working hours of 
the College office (see FPPP Section 7.0.1-7.0.5 for more information).  
 
CME’s Student Evaluation of Teaching (SET) procedures follow FPPP guidelines 
regarding storage and are in compliance with the CBA (FPPP 3.0; 3.4a-b). The file 
does not leave the College office without approval from the AAS or Dean to take 
PAFs to CME conference room or the RTP room.  
 
If, after examination of the PAF, the faculty member believes that any portion of the 
file is not accurate, he/she may request in writing a correction of the material, a 
deletion of a portion of the material, or both. Such a request shall be addressed to 
the Dean, with copies to the appropriate faculty committee, if such material was  
generated by a faculty committee, and Appropriate Administrators (see FPPP 7.0.7 
and CBA Article 11.6).  
 
Periodically, peer evaluations, comments from previous evaluations, and student 
evaluation summaries will be returned to faculty (in accordance with the FPPP 
8.1.4.g). The faculty member may choose to keep or shred the returned 
documents.  If a faculty member separates from CSU Chico, his/her PAF is placed 
in a holding file (in the College Office) and kept for a period of five years. During 
that time, it is still considered confidential and only authorized personnel may view 
it. If by the end of five years, the faculty member has not been re-employed by 
CSU, Chico, the entire PAF is destroyed.  
 
The CME website will be the location of the CME Faculty Dossier Builder for 
Tenure-track and tenured faculty and a Temporary Faculty Supplemental Evidence 
File Builder that includes electronic Table of Contents and Template. Each 
academic year the CME website will showcase exemplary faculty dossiers and 
evidence binders selected by the dean (see Appendix 8, Retention, Tenure and 
Promotion (RTP) File Purpose, Requirements, and Suggestions).  
 
TEMPORARY FACULTY EVALUATION PROCEDURES 
Temporary faculty will be evaluated according to the professional standards of the 
disciplines in which they are appointed and as defined by the Department/Unit as 
appropriate to their work assignments (FPPP 9.1.2.a-b). Temporary Faculty shall 
be evaluated in accordance with the periodic evaluation procedures (CBA 15.23-
30).  
 
Each semester chairs will notify all temporary faculty about evaluation dates and 
criteria. Temporary faculty are evaluated each year for their first two years of hire 
and every other subsequent year until their first three-year contract. In the final 
semester of the sixth year, temporary faculty undergo a cumulative evaluation.  
Temporary faculty members shall document their teaching effectiveness, which 
is the primary criterion for evaluating temporary faculty. Evaluations are based 
upon meaningful evidence of teaching performance consistent with the 
candidate’s Range classification and teaching responsibilities. Evidence should 
include at least one classroom visit resulting in a peer evaluation of teaching 

http://www.calstate.edu/hr/employee-relations/bargaining-agreements/contracts/cfa/2014-2017/article11.pdf
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performance shall take place each review year (FPPP 9.1.2.c.1). Supplemental 
evidence that allows evaluators to accurately assess teaching performance 
should be included in a Supplemental Evidence File (see Appendix 9).  
The Supplemental Evidence Files are housed in the department offices. 
Departments will notify temporary, part-time faculty when supplemental evidence 
binders are due to department offices.  
 
Criteria for RANGE elevation for temporary faculty (excluding coaches) shall be 
appropriate to lecturer work assignments [CBA 12.19]. For elevation to the RANGE 
of Lecturer B or above, the individual must have achieved professional growth and 
development since the initial appointment or last RANGE elevation, whichever is 
more recent (FPPP12.0). 
 
Professional growth and development for lecturer RANGE elevation eligibility is 
defined as teaching excellence and maintaining currency in the field, unless the 
faculty member’s work assignment includes duties in addition to teaching. Refer to 
Department guidelines for a description or definition of Teaching Excellence. The 
list below may provide some suggestions of types of evidence that demonstrate 
maintaining currency in the field. 

 
• Increased mastery of the discipline evidenced by additional 

relevant education or an additional degree 
• Effectively using course materials that reflect the current state of 

knowledge and practices in the field 
• Contributing to and planning professional development activities on 

campus 
• Presenting original work at professional meetings and conferences 
• Collaborative research and creative activity involving the campus 

and the community 
• Publications, exhibitions, and/or performances that advance knowledge 
• Research and/or creative activity in discipline related pedagogy 
• Editing professional publications 
• External fundraising and resource development related to the 

mission of the University 
• Grant proposals to conduct research in the discipline, to support 

pedagogy, or to further the mission of the University 
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Tenure Track (Probationary) and Tenured Faulty Evaluation 
Procedures 

 
For tenured and tenure-track faculty, the evaluation process is focused on the stages of 
retention, tenure, and promotion (RTP) (FPPP 10.0-11.0). Probationary faculty are 
subject to two different types of performance evaluations. The first, called periodic 
evaluation, focuses on providing the probationary faculty member with important 
developmental feedback, both positive and negative, with the goal of maintaining and/or 
improving performance. The ultimate goals of excellence and a successful 
tenure/promotion decision are to be kept firmly in mind by all involved with the process. 
The second type of performance evaluation is called the performance review, wherein a 
critical assessment of the faculty member’s performance is conducted and the 
probability of a successful tenure/promotion decision is estimated. Formal ratings of 
performance in each area of review are used, and a decision is made whether or not to 
retain the faculty member. Normally, periodic evaluations are done in the faculty 
members’ first, third, and fifth years; performance reviews are conducted in the faculty 
members second, fourth, and sixth years. It is in this sixth year that the decision is made 
to offer tenure or to release the faculty member from employment (FPPP10.1.5).  
 
Requests to apply for early tenure must be made in writing to the Department Chair and 
the Dean (FPPP 10.5.4). See FPPP section 10.5 for further information on Early 
Tenure.   
 
For the purpose of maintaining and improving a tenured faculty member’s effectiveness, 
tenured faculty shall be subject to periodic evaluation at intervals no greater than five 
years. This evaluation is most commonly referred to as a 5th year Review (FPPP 11.2). 
Faculty participating in the Faculty Early Retirement Program (FERP) are not required 
to undergo post tenure evaluation unless an evaluation is requested by the FERP 
participant or the Appropriate Administrator (FPPP 11.2.1.c).  
 
All Tenure track and tenured evaluations begin with the Working Personnel Action File 
(WPAF) which is a combination of your CME PAF and your Dossier (FPPP 7.0 and CBA 
Article 11), . This file documents your accomplishments in the areas of teaching, 
professional growth, and achievement, and other contributions to the university. All 
recommendations and decisions regarding retention, tenure, and promotion shall be 
based upon information contained in your WPAF. The College adheres to all university 
policies and procedures for developing, maintaining, and accessing the Personnel 
Action File and Working Personnel Action File (FPPP 7.0 and CBA Article 11). 
 
The Dossier is the professional file created, maintained, and kept by each tenured or 
tenure-track faculty member. It contains data in the possession of the faculty member 
that documents accomplishments in the areas of teaching, professional growth and 
achievement, and other contributions to the university. When up for review, faculty will 
be notified when dossiers are due to the college office.  The Dossier should be a 1.5” 
binder with an accompanying 3” Supplemental Evidence Binder (see Appendix 8, 
Retention, Tenure and Promotion (RTP) File Purpose, Requirements, and 
Suggestions).  

http://www.calstate.edu/hr/employee-relations/bargaining-agreements/contracts/cfa/2014-2017/article11.pdf
http://www.calstate.edu/hr/employee-relations/bargaining-agreements/contracts/cfa/2014-2017/article11.pdf
http://www.calstate.edu/hr/employee-relations/bargaining-agreements/contracts/cfa/2014-2017/article11.pdf
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Upon conclusion of a review cycle and after the grievance filing period has passed (45 
days after last report), the college office shall notify (in writing) the faculty members 
whose dossiers remain in the custody of the Dean’s office to retrieve their dossiers.  If 
the faculty member has not removed the dossier at the end of twenty working days after 
such notice, it shall be delivered securely to the faculty member (FPPP 8.1.3.c-d.). The 
Dossier is returned to the faculty member annually following the review cycle. 
Periodically, peer evaluations, comments from previous evaluations, and student 
evaluation summaries will be returned to faculty (in accordance with the FPPP 8.1.4.g). 
The faculty member may choose to keep or shred the returned documents. 
 
If a grievance has been filed, the dossier shall remain in/with the PAF until the 
grievance is resolved.  The faculty member has twenty working days following the 
grievance resolution to remove the dossier from the PAF so you can continually update 
it for reviews. 
 

RTP TIMELINE AND LEVELS OF REVIEW 
The following is a brief Chronological Account of the RTP Process. Three LEVELS of 
review exist in this process (1) Department, (2) College, and (3) University (See FPPP 
Definitions sections). At all LEVELS of review, Candidates have the right to respond or 
submit a rebuttal statement or response in writing and/ or request an opportunity to 
discuss the recommendation with the recommending party no later than ten calendar 
days following receipt of the Recommendation (FPPP 7.0.7-7.0.9/CBA 11.5-11.6). If a 
rebuttal is submitted prior to the completion of a level of review, the college office will 
hold the rebuttal until completion of the review level. During the fall semester faculty will 
receive a RTP Deadline Calendar that functions as a timeline for the process from the 
Administrative Analyst/Specialist (AA/S). It is very important to note when your Dossier 
is due to the College Office. 
 

• DEPARTMENT. Each department in the college has its own Personnel Review 
Committees and Personnel Guidelines. The DPC will review the materials in the 
PAF and your Dossier in accordance with FPPP 8.0. They will conduct a 
classroom observation/s and will hold an interview with you before submitting 
their report to your file and the next level of review. Departments within the 
college may choose to have a separate level of review for the department chair 
before submitting their reports for LEVEL 2 reviews. Separate and independent 
reports shall be issued by each level of review from each department personnel 
committee, department chair (if not included in the DPC) college committee and 
dean. Review by the College RTP Committee is guided primarily by FPPP 10.0, 
“Evaluation of Tenure Track (Probationary) Faculty,” and CBA 15.38-48, 
“Performance Review.” 

 
• COLLEGE. The College RTP Committee participates only in performance 

reviews, which are evaluative and formative, judgmental and developmental. The 
CME college personnel committee composition is composed entirely of 
Professors. A majority of members come from within the college.  The committee 
includes one representative from each department when possible. In cases 
where this is not possible, the CME college personnel committee may consist of 

http://www.calstate.edu/hr/employee-relations/bargaining-agreements/contracts/cfa/2014-2017/article11.pdf
http://www.calstate.edu/hr/employee-relations/bargaining-agreements/contracts/cfa/2014-2017/article15.pdf
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three or more faculty unit employees from closely aligned disciplines outside the 
unit (FPPP4.1.11a-d). For College Personnel Committee procedures see the 
College Standing Committee section of this handbook.  

 
• DEAN. After the College Dean has written his/her report and you have been 

given the appropriate response time, all the reports and your Dossier will be 
forwarded to the Provost for his/her review and decision. 

 
• UNIVERSITY. After review of the files in cases of retention, tenure, and 

promotion, the Provost (as the President’s designee) shall inform each candidate 
by letter of the decision in regard to retention, tenure, and promotion. Once the 
President has made his/her personnel decision, the Provost shall supervise the 
return of the reports and recommendations to the PAF (FPPP 10.3.22).  
 

Faculty have the right to respond or submit a rebuttal statement or response in writing 
and/or request an opportunity to discuss the Recommendation(s)from each level no 
later than ten calendar days following receipt of the Recommendation(s). A copy of the 
response or rebuttal statement shall accompany the WPAF and also be sent to any 
previous Levels of Review. This provision shall not require that the timelines be altered 
or extended. Responses and rebuttals are to address interpretive issues; they are not 
vehicles for the introduction of new evidence (FPPP 10.2.8). 
 
STAFF EVALUATIONS 
The goal of the performance evaluation process is to encourage communication 
between the evaluator and the employee. Information regarding staff evaluation 
procedures is available through the Performance Management System located in the 
Human Resources Service Center. This resource page contains all position 
descriptions, evaluation forms, due dates, suggested steps for evaluation, tips and 
resources, and Collective Bargaining Agreement (CBA) information. 
 
In CME, the department Chair is typically the evaluator for department staff. The 
position description and previous evaluation goals are the basis of the performance 
evaluation.  The position description sets the expectations for duties and 
responsibilities, prioritizes tasks, and should be reviewed annually.  (It no longer needs 
to be attached to the performance evaluation form.) The Dean’s approval and signature 
is required as the Provost’s designee. 

All Permanent Employees are reviewed annually (Annual Review Periods and Due 
Dates). The CME AAS sends performance review reminders to Chairs and collects and 
approves all evaluations. All Probationary Employees and Temporary Employees Shall 
be evaluated at periods defined by the Collective Bargaining Agreement (see CBA 
Information below). 
 

http://www.csuchico.edu/hr/perfmgmt/index.shtml#PMProcess
http://www.csuchico.edu/hr/classcomp/position-descriptions.shtml
http://www.csuchico.edu/hr/_docs/PDEV-PFMG-AnnualReviewPeriods.pdf
http://www.csuchico.edu/hr/_docs/PDEV-PFMG-AnnualReviewPeriods.pdf
http://www.csuchico.edu/hr/perfmgmt/index.shtml#CBA
http://www.csuchico.edu/hr/perfmgmt/index.shtml#CBA


 

19 
27-Nov-17 

COLLEGE STANDING COMMITTEES 
 
There are many opportunities for service in the College. The CME Constitution provides 
guidance for the procedures are relevant for establishing Standing Committee 
membership (see Article VII, Section 4). 
The CME office maintains a list of Communication and Education committee 
appointments for each academic year that is located on the CME web page and 
updated annually. The list includes (1) the names of department level Personnel 
Committee members by department, (2) the department representative for each college 
level committee, and (3) the CME representatives on university committees (see 
Appendix 6, University Committees that Require College Representation). Additional 
opportunities for University Committee service can be found on the Academic Senate 
University Committees List.  
 
The operating procedures for each College Standing Committee are described below in 
the order specified in the CME Constitution: Personnel Committee, Leaves Committee, 
Curriculum Committee, Academic Status Committee, Student Learning Fee Committee, 
Strategic Initiative Committee, Library Committee, and Assessment Committee. Each 
committee description includes information about membership, function, and 
procedures. The description and companion documents, templates, and sample memos 
found in the appendix are intended to guide the work of each committee and provide 
consistent practices and expectations.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

http://www.csuchico.edu/fs/committee_list/index.shtml
http://www.csuchico.edu/fs/committee_list/index.shtml
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Personnel (RTP) Committee  
MEMBERSHIP 
The committee shall consist of one tenured, full professor from each department, 
elected by the tenure-track faculty of their home department.  If Directors or Chairs 
serve on the personnel committee, they may not participate in the Chair/Director level of 
review. College Personnel Committee members represent the College, not any 
department or other entity. The committee shall consist of at least three full professors 
from the College. Committee members may not participate in more than one level of 
review (CBA 15.42) for any given candidate. If committee members served at the 
department level, they may not participate in or listen to deliberations regarding 
candidates they already have reviewed. For Additional Rules Regarding College 
Personnel Committees see FPPP 4.1.11a-d. 
 
FUNCTIONS 
Responsible for making Level 2 (College) recommendations to the dean for 
reappointment, promotion, and tenure for tenured and tenure-track faculty and 
recommendations for promotion of non-tenure-track faculty in the college. The report 
and recommendation of the College Personnel Committee shall be based on a full and 
independent review of the evidence after a review and recommendation of the Level 1 
(Department) report (s) (FPPP 10.3.15).  
 
The Committee participates only in performance reviews, which are evaluative and 
formative, judgmental and developmental. The CME Personnel Committee members 
are the report writers for the performance reviews. For the faculty under review these 
performance reviews typically occur in their second, fourth, and sixth year (FPPP 
10.2.1). 
 
 
 
PROCEDURES 
The college encourages the committee to elect its chair prior to the start of the 
semester. The College RTP calendar is sent to chairs Aug. 1st.  Ideally, committees 
should be formed by May of the previous AY. At minimum, by the 1st week of semester, 
the committee should meet face-to-face to elect a college committee chair, distribute the 
calendar to the committee accordingly and set committee meetings.  The chair will be 
responsible for insuring that the committee meets the many RTP deadlines. Committee 
members are expected to provide their individual wet signatures on the reports, as well 
as sign into the PAFs whenever reviewed. 
 
Typically, there are four or five meetings during the year lasting one to two hours 
depending on the workload and situations with the individual performance reviews. The 
meetings need to be scheduled in accordance with the RTP Calendar (see Appendix 1, 
Draft RTP Calendar).  
 
 
 

http://www.calstate.edu/hr/employee-relations/bargaining-agreements/contracts/cfa/2014-2017/article15.pdf
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Meeting 1 (August) 
The CME Personnel Committee should be meet in early fall (September is 
recommended) to determine who will be chair and find out what the workload is for 
the year. See Chair Selection in this section for additional information. 
 
Meeting 2 (September) 
Once the chair has been determined there should be a meeting to assign primary 
and secondary reviewers for all three rounds of performance reviews that occur 
during the year. If the committee determines at the first meeting when the 
chair is elected that the chair can to the best of his or her ability equitably 
assign the reviews, then this meeting does not occur and the chair sends out 
the assignments via email to committee members.  
 
Meeting 3 – Round 1 
RETENTION 1st & 2nd Year Probationary Performance Reviews 
This meeting should occur in November or early December.  
The CME Personnel Committee reviews written report drafts and determines if any 
changes, edits, corrections need to be done. A vote is then taken and recorded for 
each of the reports. Committee members must sign each of the Personnel Action 
Files for faculty under review and their CME Personnel Committee 
recommendation form. 
 
Meeting 4 – Round 2 
TENURE &/OR PROMOTION Performance Reviews 
This meeting should occur in late January or early February. 
The CME Personnel Committee reviews written report drafts and determines if any 
changes, edits, corrections need to be done. A vote is then taken and recorded for 
each of the reports. Committee members must sign each of the Personnel Action 
Files for faculty under review and their CME Personnel Committee 
recommendation form. 
 
Meeting 5 – Round 3 
RETENTION 3-5 Years Performance Reviews 
This meeting should occur in late February or early March. 
The CME Personnel Committee reviews written report drafts and determines if any 
changes, edits, corrections need to be done. A vote is then taken and recorded for 
each of the reports. Committee members must sign each of the Personnel Action 
Files for faculty under review and their CME Personnel Committee 
recommendation form. 

 
 
 
Chair Selection 
Departments elect or designate eligible faculty to serve on the CME Personnel 
Committee. Sometimes a situation arises where a department does not have an eligible 
faculty member to serve. In that situation, the Dean appoints a faculty a member or 
members to serve to represent the faculty from that particular department. The chair 
should be determined from the faculty who were elected or designated by their 
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departments and not appointed by the dean, as they may be temporarily on the 
committee. All faculty at this level are serving on numerous committees and hold many 
responsibilities. Faculty need to come together and determine a fair and equitable way 
to appoint a chair. 
 
Evaluation Process 
Committee members will be assigned roles as primary and secondary report writers for 
all three rounds of reviews. Assignment duties are based on the numbers of faculty 
under review in the given academic year. All faculty on the CME Personnel Committee 
review the dossiers and personnel action files (PAFs) for faculty under review in all 
three rounds. They take notes and jot down any questions, concerns, or compliments 
they may have for each of the faculty under review. These can then be discussed at the 
CME Personnel Committee meeting for that particular round. CME Personnel 
Committee members should review all dossiers and PAFs well in advance of the CME 
Personnel Committee meetings. 
 
Primary Report Writer – Committee members assigned as primary report writers 
review all dossiers and PAFs and make notes, etc. as a committee member. Then they 
focus very intently on writing a good draft of the CME Personnel Committee report. 
They share this report with their assigned secondary reviewer for feedback, 
suggestions, edits, prior to CME Personnel Committee meeting for that round. 
 
Secondary Reviewer – Committee members assigned as secondary reviewers review 
all dossiers and PAFs and make notes, etc. as a committee member. They will receive 
a draft copy of CME Personnel report from a Primary Report Writer. They provide 
feedback, suggestions, and edits to the Primary Report Writer prior to CME Personnel 
Committee meeting for that round. 
 
An example of an Excel Spreadsheet used by the CME Personnel Committee to keep 
assignments, timelines, and tasks organized has been provided (see Appendix 2, 
College Personnel Committee (CPC) Review Calendar). Department names were listed 
for each faculty under review. CME Personnel Committee members’ names and 
assignments were listed in the green columns. 
 
Reports 
The reports written by the CME Personnel Committee are all Performance Reports and 
the following are included in it:  
 

1. Span of the review period  
2. Vote taken (Yes, No, Abstentions) and recorded in the report 
3. Rating of Superior, Effective, Adequate, or Inadequate is provided for Instruction, 

Professional Growth and Achievement, and Other Contributions to the University and 
Community 
 

The final digital copies of the reports are given to the CME Office staff person who 
works with the CME Personnel Committee for final printing and distribution. Any drafts 
of the reports in hard copy are collected at the meetings and shredded. Any 
emailed copies of the reports among CME Personnel Committee members should 
be promptly deleted. 



 

23 
27-Nov-17 

Leaves Committee  
MEMBERSHIP 
The committee is composed of tenured faculty, with one representative per 
department/school. 
 
FUNCTIONS 
Responsible for making recommendations to the Dean on sabbatical, Difference-in-pay 
leaves, and leaves without pay. 
 
PROCEDURES and TIMELINE 
 

• Eligibility. The targeted percent of awards is based upon the number of faculty 
eligible as determined by Faculty Affairs. 
 

• Submission. The call for sabbaticals is sent by the Leaves committee in early 
September of each academic year after the college office receives an eligibility 
list from faculty affairs (see Appendix 3, Sabbatical Leave Review Procedures 
and Criteria). The deadline for completed applications to the College Faculty 
Leaves Committee will be the last Friday in September in the fall semester prior 
to the academic year for which the leave is requested (FPPP 13.1.2.d.2).  
 

• Evaluation Process. Each member of the college committee independently 
evaluates all submitted proposals using Sabbatical Leaves Evaluation Criteria 
and rank orders all meritorious sabbatical proposals in accordance with 
established percentages (see Appendix 4. Sabbatical Application Ranking Form 

 
• Candidate Interviews. Candidate interviews of at least 10-15 minutes each are 

scheduled for early October. 
 

• Recommendation. The committee meets for a final deliberation and ranking 
using the Sabbatical Application Ranking Form. Rankings are submitted to the 
dean early in the second week of October. The dean reviews the 
recommendations and then makes a recommendation to the President shortly 
thereafter. All faculty shall be notified of the awarding of leave positions on or 
before the last Friday in October. Such notification shall specify the purpose of 
each awarded leave (FFF 13.1.2.e.6). 

  
All procedures are guided by relevant sections of the FPPP (13.1.2.a.1-f.3 for 
Sabbatical Leaves and 13.1.3.a.1-13.1.3.e.2 for Difference-in-Pay Leaves) and the CBA 
(Article 27 for Sabbatical Leaves and Article 28, Difference for in Pay Leaves). 
 

 

 

http://www.calstate.edu/hr/employee-relations/bargaining-agreements/contracts/cfa/2014-2017/article27.pdf
http://www.calstate.edu/hr/employee-relations/bargaining-agreements/contracts/cfa/2014-2017/article28.pdf
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Curriculum Committee  
MEMBERSHIP 
The college committee is composed of a representative of each department who also 
serves as the chair of the department committee. 
 
FUNCTIONS 
 
Responsible for making recommendations to the Dean on the implementation, 
modification, and suspension or discontinuation of courses and curriculum.  The 
committee’s charge includes discussing and approving new proposed 
courses/curriculum for the College that serves multiple departments and/or is 
interdisciplinary. Questions to be addressed might include rationale, need and demand, 
relationship of the course/program to mission of department and college, level of 
resource support required, tentative sources of resource support, relation of proposed 
curriculum to the University Strategic Plan, plans for program feedback and 
assessment. 
 
PROCEDURES 
 
All procedures are guided by the Academic Department Manual and support from 
Curriculum Services in Academic Affairs.  
 

• Selection. The committee meets to select a chair early in the fall semester.  
 

• Date-setting. The committee chair and the ASC determine dates for Memos of 
Intents that meet catalogue dates and the EPPC and Senate calendars for 
appropriate approvals. The ASC then sends out as an email of the timeline to the 
chair and committee. 

 
• Meetings. The committee meets one time in the fall and one time in the spring to 

review curriculum changes, additions, and deletions that have been approved by 
the department curriculum committees and other department approval 
processes. For minor changes that happen off-cycle, the committee conducts 
reviews and approvals via email. 

 
• Approval Process. All curriculum forms that are approved by the College 

committee and are routed to the Intent Distribution List for Campus 
Advertisement and/or forwarded for technical review and approvals follow the 
Administrative Curriculum Process and are logged in the College office.  

 
 
 

 

http://catalog.csuchico.edu/viewer/11/STRATEGICPLAN.html
http://www.csuchico.edu/curriculum/AcademicDepartmentManual/index.shtml
http://www.csuchico.edu/curriculum/index.shtml
http://www.csuchico.edu/curriculum/documents/Administrative%20Curriculum%20Processes.pdf
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Academic Status Committee  
MEMBERSHIP 
The Dean of each college shall establish an Academic Status Committee consisting of 
at least one faculty representative from each department or program. The College of 
Communication and Education has determined that the Dean and Chairs Committee 
(DAC) will serve this function. 
 
FUNCTIONS 
The committee will: 
 

• Receive and act upon appeals on disqualification for majors within that college.  
• Place students on and remove students from administrative- academic 

disqualification.  
• Receive recommendations from appropriate academic units regarding 

administrative-academic disqualification and will determine appropriate action.  
• Receive and act upon appeals from students on administrative-academic 

disqualification who are declared majors in that college.  
 

Academic Advising Programs will notify the dean of the college when a meeting of the 
committee is required. 
 
 
PROCEDURES 
All procedures are guided by Academic Probation and Disqualification EM 05-003 and 
Executive Order 823, Minimum Requirements for Probation and Disqualification.  
 
Committee procedures (other than specified within EM 05-003) will be determined by 
committee consensus. 
 
 
 
 
  

http://www.csuchico.edu/prs/EMs/2005/05-003.shtml
http://www.csuchico.edu/prs/EMs/2005/EO-823.pdf
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Student Learning Fee Committee  
MEMBERSHIP 
Consists of the College Dean, or Dean’s representative, two faculty, and three voting 
student representatives, including a non-voting student senator, as specified in the 
Student Learning Fee College Committee Guidelines. Each fall, a call for nominations of 
faculty, student, and staff membership is made. Nomination forms can be found on-line 
at the Student Learning Fee Proposal Site. 
 
 
FUNCTIONS 
The committee is responsible for soliciting, collecting, reviewing, and ranking proposals 
for the Student Learning Fee (see Appendix 5, Student Learning Fee (SLF) Proposal 
Rubric). The college committee is charged with recommending the proposals that are to 
be considered for funding in rank order with justifications for the ranking to the college 
dean. The dean subsequently reviews the committee recommendations and forwards 
proposals to the Provost with his/her recommendations. At the dean’s discretion, 
matching fund arrangements for any of the recommended proposals may be conveyed 
to the Provost with his/her recommendations. 
 
 
PROCEDURES 
 
All procedures are guided by the University’s  Student Learning Fee College Committee 
Guidelines and the Student Learning Fee Step-by-Step Instructions documents 
available online.   
 
Timeline: 
 
1. A call for Student Learning Fee proposals will be sent out  

via email to All Announce and to All Students in early October. Proposals are to be 
submitted via the Student Learning Fee Proposal Site. The deadline for proposals is 
typically the first week in December. 

 
2. Proposals are then collected and reviewed by the college’s fee committee (see 

Appendix 5, Student Learning Fee (SLF) Proposal Rubric). The committee can 
request clarification of proposals or presentations from nominators as desired. 
Proposals totaling no more than 50% of the available funds for that year are then 
ranked by the committee and recommended to the dean. 
 

3. The dean will then attach a cover memo to the Provost to acknowledge the priority 
rankings and provide justification, if the dean’s priority rankings differ from those of 
the committee’s. Priority rankings are due annually to the Provost the first Monday of 
April. An annual report of funded proposals by college/unit will be published by the 
Provost. 

 

mailto:http://www.csuchico.edu/slf/documents/guides/slf-college-committee-guidelines.pdf
http://www.csuchico.edu/slf/
mailto:http://www.csuchico.edu/slf/documents/guides/slf-college-committee-guidelines.pdf
mailto:http://www.csuchico.edu/slf/documents/guides/slf-college-committee-guidelines.pdf
http://www.csuchico.edu/slf/documents/guides/committee-step-by-step-instructions.pdf
https://apps.csuchico.edu/learningfee/Default.aspx?ticket=ST-456307-btndhgimmbbIqIzIKKCX-cas
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Strategic Initiative Committee  
MEMBERSHIP 
 
The Strategic Initiative Committee will be chaired by the Dean. Membership will include 
a representative from each department and includes Tenure-Track as well as Tenured 
faculty, as well as the CME student senator. 
 
FUNCTIONS 
The Strategic Initiative Committee serves to advise the Dean on college-wide integrative 
courses, programs, and studies and the development of new initiatives on teaching, 
research, and outreach. The committee will determine projects and resources that serve 
to deepen and extend the College’s five guiding commitments*: 

• Preparing Change Agents and Life-long Learners 
• Crafting Meaningful Narratives 
• Educating the Whole Person 
• Enabling Access and Equity 
• Building Community through Collaboration 

 
PROCEDURES 
 
Timeline 
 

1. The Dean calls the first meeting in early fall after the committee has been 
selected.  
 

2. Existing initiatives are reviewed and evaluated according to the degree to which 
they are anchored by the Guiding Commitments and linked to resources and 
support.  
 

3. The committee sends out an RFP for Strategic Initiatives to be considered that 
meet the criteria established by the committee.  

 
4. Proposals are evaluated and selections are made.  

 
5. Initiatives are implemented in either spring of the same academic year or fall of 

the subsequent year.  
 
*For the complete description of each Guiding Commitment see p. 4  
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Library Committee  
MEMBERSHIP 
One College book chair is elected from the department book chairs to represent the 
College.  The College book chair will serve on the University Library Advisory 
Committee while serving as the respective college book chair. 
 
FUNCTIONS 
To serve as a college liaison for department faculty library liaisons whose role is to 
request, receive, and evaluate suggestions, comments, and information from faculty, 
students, and staff concerning the use of the Library in the pursuit of the academic 
mission of the University.  
 
As a member of the University Library Committee, the college liaison contributes to the 
following responsibilities: 

• Evaluates proposed and existing policy, procedures, and services concerning the 
role of the Library in the pursuit of the academic mission of the University. 

• Discusses matters of academic concern related to existing and future library 
policies, procedures, services, and goals. 

• Reviews the impact of new curricular proposals on the library at the request of 
the Educational Policies and Programs Committee. 

• Reports at least annually, or as needed, and to make recommendations when 
deemed necessary, to the Educational Policies and Programs Committee 
regarding matters of the library that are of academic concern. 

 
 
 
PROCEDURES 
 
 
For specific procedures refer to EM-01-018 
  

http://www.csuchico.edu/prs/EMs/2001/01-018.shtml
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Assessment Committee  
MEMBERSHIP 
Membership is made up of CME Program Assessment Facilitators, the CME 
Assessment Coordinator, and any other staff or administrators necessary to the support 
on-going quality assessment. The College Coordinator is appointed by the Dean and 
represents the College on the Academic Assessment Council (AAC).  Each department 
appoints a program assessment facilitator. According to the Academic Assessment 
Council, a Program Assessment Facilitator may be selected in each program through a 
process determined by the program, or a program can take collective or shared 
responsibility for the facilitation of assessment tasks and responsibilities. Membership 
on the CME Assessment Committee is part of each Program Facilitator’s/Department’s 
responsibilities.   
 
FUNCTIONS 
Supports the regular process of program assessment activity, reporting, and the overall 
pursuit of continuous improvements in student learning throughout the College.  The 
College Coordinator meets with designated department assessment facilitators or team 
to engage in on-going assessment discussions that support and improve upon program 
practices and reports, as well as contribute to college plans around assessment, and 
possibly university level initiatives. When necessary, Department Chairs, Associate 
Deans and/or the Dean will be asked to join discussions. 
 
This committee will determine the best ways to provide support for program assessment 
in CME, which could include facilitator meetings, one-on-one meetings with College 
Coordinator, report feedback sessions, program meetings with College Coordinator, 
sharing of practices, tools, experiences, and information. The CME College Assessment 
Blackboard Learn Organization site will operate as a digital repository for assessment 
reports, feedback, best practice information, tools, guides, etc.   
 
Additional College Assessment Committee responsibilities include the facilitation of 
College Level outcomes and indicators based upon the College Guiding Commitments. 
College assessment work is aligned to the University Strategic Plan and University 
accreditation processes.  
 

 
PROCEDURES 
The committee will meet at least once, early in the fall and spring semesters and then 
as needed. The purpose of the meetings will be to review college and university 
expectations for assessment work, ensure the timely submissions of reports for the 
September 30 deadline, and facilitate the various forms of support needed for 
continuous assessment work.  

 
Each degree Program, undergraduate and graduate, completes an Annual Program 
Assessment Report (APAR) and Annual Program Assessment Status Update (APASU). 
The Report follows a standard template with complete information about the previous 
year’s assessment work, while the Status Update is a summary chart with key points of 
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information pulled form the report.  
 
The report templates, program assessment facilitator responsibilities, and much more 
information about assessment, can be found at the Academic Assessment Council 
website (http://www.csuchico.edu/assessment). 
 
 All APARs and APASUs are due in September 30 and are delivered to the Department 
Chair and/or Program Coordinator, as well as to the College Coordinator who shares 
them with the CME Dean, as well as passes them on to the Office of the Dean of 
Undergraduate Education, who then shares required information with the Chancellor’s 
office and stores for Reaccreditation and other University needs. 
 
All procedures are guided by the  Academic Assessment Council (AAC) website where 
the Academic Program Portfolios, resources, and sample plans and reports are housed. 

  

http://www.csuchico.edu/assessment
http://www.csuchico.edu/vpaa/assessment/index.shtml
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SECURITY CONSIDERATIONS 
 

It is the policy of the College of Communication and Education to make public only work 
phones, office numbers, and email addresses of faculty and staff.  Home addresses and 
phone numbers will not be provided, except as specifically approved by the individual 
faculty or staff member. Do not provide personal information about faculty and staff to 
students or others who may contact you with requests. 
 
Your safety and the safety of students is essential for an effective learning environment. 
For life-threatening emergencies call 911. The call will be routed to campus police as well. 
For non-life-threatening problems with students who cause extreme disruptions, contact 
the University Police immediately at 898-5555. There are also red phones around campus 
that connect you directly to University Police by dialing x5555. Notify your department 
chair and/or the Dean and Student Judicial Affairs after you encounter a serious 
classroom disruption, filing incident reports or responding to disruptive or threatening 
student behavior. This is one step we can take to protect the safety of everyone who 
works for the college. If you receive an email or voicemail message that you consider 
threatening or expressing anger, please do not delete the message.  Rather, retain the 
message and contact your chair about next steps.  In some situations, a record of the 
message may be needed by the department or by Judicial Affairs. Please report any 
suspicious activity or potentially threatening activity at once to Student Judicial Affairs 
and/or the University Police.  

 
The University Police Department webpage includes information about Safety Programs 
such as the Blue Light Phones and Safe Place to Campus wide Safety initiatives such 
as the Campus Crime Map, Campus Emergency response Team (CERT), Emergency 
Notification, and Emergency Preparedness. The Blue Lights nearest to Tehama Hall are 
located at Whitney Hall South, Sutter Hall North, and Plumas Hall/Butte Station. The 
Blue Light Phones automatically dial 9-1-1 and ring directly into the CSU, Chico Police 
Department when the button is pushed. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

http://www.csuchico.edu/sjd/Responding%20to%20Disruptive%20or%20Threatening%20Student%20Behavior.pdf
http://www.csuchico.edu/sjd/GandD.shtml
http://www.csuchico.edu/up
http://www.csuchico.edu/up/index.shtml
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GLOSSARY 
 
CBA   Collective Bargaining Agreement (Union agreement between CSU & faculty,     
            a.k.a. Contract or Agreement) 
 
CME   College of Communication and Education 
 
CPC   College Personnel Committee 
 
CV   Curriculum Vitae 
 
DAC    Dean and Chairs’ Council 
 
DPC   Department Personnel Committee 
 
FPPP   Faculty Policies & Procedures Manual (Local Academic Senate, Union, and 

 Administration Agreement, CSU Chico specific) 
 

LWOP Leave without Pay 
 
DIP  Difference-in-Pay Leave 
 
PAF   Personnel Action File 
 
PAR     Performance Assessment Report 
 
RTP   Retention, Tenure, and Promotion 
 
WPAF Working Personnel Action File 
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STAFF RESPONSIBILITIES 
 
 
 
Dean 
     Angela Trethewey • Tehama Hall 203 • 530-898-4015 

atrethewey@csuchico.edu  
 
Associate Dean 
     Deborah Summers • Tehama Hall 279 • 530-898-4570 

dsummers@csuchico.edu 
 
Administrative Analyst Specialist 
     Robin Yant • Tehama Hall 203• 530-898-6519 

ryant@csuchico.edu 
 
Administrative Support Coordinator  

Toni Darden • Tehama Hall 203 • 530-898-4315   
tdarden@csuchico.edu 
 

Administrative Support Assistant  
      Ariana Roman • Tehama Hall 203 • 530-898-6508 
 aroman6@csuchico.edu 
 
Director of Development 
      Erica Flores • Tehama Hall 273 • 530-898-3125 

ejflores@csuchico.edu 
 
Director of External Relations 
     Sarah Fry • Tehama Hall 277 • 530-898-4547 
          sfry@csuchico.edu 
 
 
 
  

mailto:atrethewey@csuchico.edu/
mailto:dsummers@csuchico.edu
mailto:ryant@csuchico.edu
mailto:tdarden@csuchico.edu
mailto:aroman6@csuchico.edu
mailto:ejflores@csuchico.edu
mailto:sfry@csuchico.edu
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Appendix 1 

SAMPLE – Retention, Tenure and Promotion (RTP) Calendar 

 

 

RTP Deadlines for AY 2015-2016

Period of Rev iew
Dossier to college 

office

Dept. Committee 
reports av ailable for 

Dept. Chair & 
candidates

Dept. Chair reports 
av ailable for 
candidates

Dept. reports to college 
office

Coll Personnel 
Committee reports for 

Dean & candidates

Dean reports 
av ailable for 
candidates

Dean reports to 
Prov ost

Prov ost to notify  
candidates

NAME DEPT Sep 18, 2015 Oct 16, 2015 Oct 30, 2015 Nov 16, 2015 Dec 11, 2015 Jan 29, 2016 Feb 12, 2016 Mar 11, 2016

Duck, Daffy (2nd Yr) EDUC 3/28/14-9/18/15

Done, Getty R. (2nd Yr) RECR 1/21/14-9/18/15

Period of Rev iew
Dossier to college 

office

Dept. Committee 
reports av ailable for 

Dept. Chair & 
candidates

Dept Chair reports 
av ailable for 
candidates

Dept. reports to college 
office

Coll Personnel 
Committee reports for 

Dean & candidates

Dean reports 
av ailable for 
candidates

Dean reports to HR
Prov ost to notify  

candidates

NAME DEPT Sep 18, 2015 Dec 11, 2015 Feb 5, 2016 Feb 19, 2016 Mar 11, 2016 Apr 8, 2016 Apr 22, 2016 May 13, 2016

Betcha, Can Do (4th Yr) JOUR 1/14/12-9/18/15

Boop, Bettie (4th Yr) RECR 9/18/13-9/18/15

Schwartz, Charles (5th Yr) CMAS 4/5/12-9/18/15

Period of Rev iew
Dossier to college 

office

Dept. Committee 
reports av ailable for 

Dept. Chair & 
candidates

Dept Chair reports 
av ailable for 
candidates

Dept. reports to college 
office

Coll Personnel 
Committee reports for 

Dean & candidates

Dean reports 
av ailable for 
candidates

Dean reports to HR
Prov ost to notify  

candidates

NAME DEPT Sep 18, 2015 Nov 13, 2015 Dec 4, 2015 Dec 18, 2015 Feb 19, 2016 Mar 11, 2016 Apr 4, 2016 Apr 22, 2016

Happy, Dwarfie (P) CMAS 9/18/08-9/18/15

Bucks, Mack B. (T & AP) EDUC 3/29/10-9/18/15

Periodic Evaluations               
Probationary Faculty                
(Alternates thru Yrs 1-5)                                                               

Period of Rev iew Dossier to college 
office

Dept. Personnel 
Committee reports 
available for Dept. 
Chair & candidates

Dept. Chair reports 
available for 
candidates

Evaluations from Dept. 
to Dean

Evaluations from 
Dean to candidates

Periodic Review 
must be complete 

by 5/15/16

NAME DEPT Feb 18, 2016 Mar 20, 2016 Apr 7, 2016 Apr 21, 2016 May 15, 2016 May 15, 2016
Hat, Dave (1st Yr) KINE 3/25/15-2/19/16

Mouse, Mickey (5th Yr) CMAS 9/18/14-2/19/16

King, Stephen (5th Yr) KINE 9/18/14-2/19/16

Osmond, Donny (1st Yr) CDES 3/25/15-2/19/15

Stewart, Rod (5th Yr) EDUC 9/18/14-2/19/16

Periodic Evaluations
*5th Year/Post 
Tenure/FERP review                         

Period of Rev iew
Evidence** to 

Evaluation 
Committee

Post-Tenure 
Periodic Evaluation 
Committee (Incl. 

Chair if full 
Professor) Report to 

candidate 

No Separate Dept. 
Chair Report 

Needed

Evaluations from Dept. 
to Dean

Evaluations from 
Dean to candidates

Period Eval must be 
completed by 5/15

NAME DEPT Feb 19, 2015 Mar 21, 2015 Apr 22, 2016 May 16, 2016 May 15, 2016
Monroe, Mari lyn CMAS 9/18/10-2/19/15

Bush, Jeb EDUC 9/18/10-2/19/15

Thomas, Clarence KINE 2/19/11-2/19/2015

Ginsberg, Ruth CMAS 2/19/11-2/19/2016

Sca l ia , Anthony CDES 2/19/11-2/19/2017
**Ev idence includes v itae and support materials

Period of Rev iew Dossier to Dept. 
office

Dept. Personnel 
Committee reports 
available for Dept. 
Chair & candidates

Dept. Chair reports 
available for 
candidates

Evaluations from Dept. 
to Dean

Evaluations from 
Dean to candidates

Feb 18, 2016 Mar 20, 2016 Apr 7, 2016 Apr 21, 2016 May 15, 2016

Mennace, Dennis CMAS

Smith, John CDES
John, Elton EDUC
Doolitle, Bob EDUC
Denver, John KINE
Cher, Sonny T. KINE

3-year Lect & 6th Yr. 1-Yr Reviews                       

2nd Yr Retention (Performance 
Review)

3rd, 4th & 5th Yr Retention 
(Performance Review)

Tenure/Promotion (Performance 
Review)

FT 3-year Lecturers                        
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Appendix 2 
SAMPLE - College Personnel Committee Review Calendar 
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Appendix 3 
Sabbatical Leave Review Procedures and Criteria 

 
Procedures 
 

1.  The committee will review each leave proposal to determine whether it is meritorious.  
Merit will be determined by examining the quality of the proposed activity as a research 
and creative project as well as the relevance of the proposed activity to the applicant's 
University-related professional development.  A vote of "meritorious" from a simple 
majority of the committee will be sufficient to proceed to the next step.  
 

2.  All meritorious full-year, half-pay proposals will be recommended for funding (CBA 
27.10.b). 

 
 
3.  All meritorious half-year, full-pay proposals will be ranked according to the following 

criteria:   
 
Criteria 

 
Merit of the proposed activity as a research or creative project.  This 
includes the quality of the application and proposed project, the contribution to 
knowledge, and the potential value to the reputation of the institution.   

30% 

Relevance of the proposed activity to the individual’s development as an 
academic.  This includes how the project connects with the applicant's past 
and anticipated future scholarship, furthers the applicant's abilities, and can be 
completed in the requested time.   

25% 

Relevance of the proposed activity to the individual’s contribution to the 
department and university.  This includes how the project connects to and 
enhances the applicant’s work and effectiveness on campus.   

25% 

Other factors such as urgency and applicant's years of service since any 
previous leave with pay.   20% 

 
 
Addendum for Difference-in-Pay Leaves 
 
Evaluation 
Evaluation criteria for DIP leaves are the same as for sabbaticals.  However, since a DIP leave 
may directly benefit the department as well as the individual applicant, the evaluation criteria are 
applied less rigorously for a DIP leave.  
 
Deadline 
While faculty members may submit DIP leave applications at any time, it should be noted that 
applications submitted later than the deadline identified for sabbatical leaves may be less likely 
to be approved.   Since advance preparation is needed for departments to plan curriculum 
offerings and maintain effective operations, a late application may not permit sufficient lead-time 
for the department. 
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Appendix 4 
SAMPLE – Sabbatical Application Ranking Form 
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Appendix 5 
Student Learning Fee (SLF) Proposal Rubric 

 

 Not Acceptable 
0-2 

Acceptable 
But Minor Issues 

3-4 

Well done 
Complete 

5 

Proposal 
Description 

Confusing, hard to 
understand what the 
person wants to do. 

Complete but some questions 
exist Very clear and concise 

Enhances Student 
Learning Experience 

Weak justification of 
how project will improve 

learning. 
Solid educational methodology. 

Creative approach to 
address an educational 

issue. 

No Student Learning 
Impact 

Confusing explanation 
of why there is no 

student learning impact. 

Reasonable explanation of why 
the project doesn’t impact 

student learning 

Clear explanation of 
why the project doesn’t 
impact student learning 

Data Missing more than 1 
item. Missing 1 item All Data present 

Overall Project Shouldn’t be funded 
with Student fees. 

Reasonable project if it can’t be 
funded any other way. 

This is the kind of 
project student fees 
should be spent on. 

Financial Match Add one point for projects that have some kind of financial match. 

Budget - 
Rational for list of 
budget items are 

listed in description. 

No detail given for the 
items to be purchased. 
Can’t look up items to 
see range of prices. 

Question on some budget items. 
Was tax and shipping included. 

If necessary component is 
missing from the budget is it in 
the description. (Purchasing 
software but no mention of 

computer to run it on.) 

Complete budget, Tax, 
shipping, and all 

components make 
sense, nothing left out. 

Bang for Buck 
$/Total # of Students $51-$999 $11-$50 $0-$10 

 
 

CME SLF Proposals  
 

Rank Name Proposal 
Description 

SL 
Experience Data Overall 

Project 
Financial 

Match Budget 
Bang 

for 
Buck 

Total 
 Notes Department/ 

Courses 
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Appendix 6 
University Committees that Require College Representation* 

 
The following are the Academic Senate Committees and Committees to which the Senate makes 
appointments that require college representation: 
 
Academic Status Committee:  
Eight faculty (one from each College) in accordance with (EM 05-03). 
 
All University Responsibility Teacher Education Council (AURTEC):  
One faculty member who is the Chair of the Educational Policies and Program Committee (EPPC). 
Provides program and policy oversight of the teacher education programs. (EM 89-10) 
 
Commencement Policy Committee:  
One faculty representative from each of the colleges chosen by the Dean of the College (AG, BSS, BUS, 
CME, ECC, HFA, NS, Graduate Council) for a 1-year term.  Plans and conducts commencement 
exercises in accordance with the Policy on Commencement Exercises. (EM 14-015) 
 
Curriculum Advisory Board (CAB):  
Eight "elected" faculty members, one each "elected by and from" each college and one by and from the 
Library, 2-year staggered terms, renewable.   Responsible for making recommendations to the Provost or 
designee on the implementation, monitoring, and development of the GE program.  In consultation with 
appropriate disciplinary faculty, it is responsible for the coordination of assessment and the addition or 
deletion of individual courses as well as any proposed substitutions.  Since CAB will advise the Provost 
on a major university program, it may either initiate advice or respond to requests for advice.  (EM 10-01) 
 
Educational Policies and Programs Committee (EPPC):  
One of the two Standing Committees of the Academic Senate, through which the Senate does most of its 
work. In addition to the senators appointed to the committee, there are seats for three faculty (non-
senators), 1-year terms. Establishes, reviews, and monitors all curricular policies and academic 
requirements. Reviews changes in reorganization of departments, schools and programs. Meetings are 
Thursdays at 2:30 pm in Kendall 207. Please go to http://www.csuchico.edu/fs/meetings.shtml for EPPC 
meeting dates. 
(Guidelines are available by contacting the Academic Senate office) 
 
Enrollment Management Advisory Committee: Eight faculty members from each college for a 3-year 
terms, in accordance with (EM 02-109) 
 
Internal Research Grants Committee, formerly known as Research & Sponsored 
Programs Committee: Eight elected faculty members from each college for a 3-year term. (EM 14-012) 
 
University Writing Committee: The Provost appoints one faculty member from each college in 
accordance with (EM 99-03) 
 
 
*For a complete list of University Committees please visit the full University Committee List link located on 
the Academic Senate web page. 
 
The following are additional University committees with college representation: 
 
Library Advisory Committee 
Seven college book chairs, appointed by their respective deans, will serve while serving as college book 
chairs. 
 

http://www.csuchico.edu/fs/committee_list/asc.shtml
http://www.csuchico.edu/prs/EMs/2005/05-003.shtml
http://www.csuchico.edu/fs/committee_list/aurtec.shtml
http://www.csuchico.edu/prs/EMs/1989/89-010.shtml
http://www.csuchico.edu/fs/committee_list/cc.shtml
http://www.csuchico.edu/prs/EMs/2014/14-015.shtml
http://www.csuchico.edu/fs/committee_list/cab.shtml
http://www.csuchico.edu/prs/EMs/2010/10-001.shtml
http://www.csuchico.edu/fs/who/eppc.shtml
http://www.csuchico.edu/fs/schedule_meetings.shtml
http://www.csuchico.edu/fs/committee_list/emac.shtml
http://www.csuchico.edu/prs/EMs/2002/02-109.shtml
http://www.csuchico.edu/fs/committee_list/irgc.shtml
http://www.csuchico.edu/prs/EMs/2014/14-012.shtml
http://www.csuchico.edu/fs/committee_list/uwc.shtml
http://www.csuchico.edu/prs/EMs/1999/99-003.shtml
mailto:http://www.csuchico.edu/fs/committee_list/index.shtml?subject=University%20Committee%20List


 

41 
27-Nov-17 

University Technology Advisory Committee:  The membership of the UTAC includes one faculty 
representative from each of the colleges appointed by the respective college dean. The UTAC makes 
technology and policy recommendations to the CIO. 
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Appendix 7 
Program Assessment Report (PAR) Template for Assessment 

 
 

CALIFORNIA STATE UNIVERSITY, CHICO 
ANNUAL PROGRAM ASSESSMENT REPORT 

 
 Date:   

Due:  9/xx/xx 
 

I. Assessment of Student Learning Outcomes 
 

1. Name and Contact Information of Program Assessment Coordinator: 
 
 

2. Student Learning Outcomes 
 
List current version of SLOs here for reference, or provide URL. 
 
 

3. Course Alignment Matrix: 
 
Insert matrix here for reference or provide URL. 
 
 

4. Learning Outcome(s) Assessed in AY 2007-08:  
 
Which SLOs were assessed this year? 
 
 

5.  Assessment Methodology Used: 
 
What kinds of assessment methods were used: embedded assessment of student work 
in a particular course?  Type of assignment?  Performance on standardized or other 
exams?  Sample size?  Sampling strategy?  Who evaluated student performance?  How 
was successful performance measured? Etc.   
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6.  Assessment Results: 
 
Please describe outcomes of assessment.  How well did students perform on the 
assessment task?  Feel free to use the table below to report results, adapting the table 
as necessary, or provide narrative describing the assessment results. 
 

 
Student Learning Outcome Sample and 

Sample Size 
Measure Percent of 

Students 
Achieving 

    
    
    
    
    
    
    
    
    

 
7. Analysis / Interpretation of Results 

 
How do the assessment data you have collected and evaluated inform your 
understanding of student learning?  How were the results shared with faculty, students, 
and/or other stakeholders? 
 
 

8. Planned Program Improvement Actions Resulting from Outcomes (if applicable) 
 
How will the assessment data and their evaluation be used to improve the program? 
Possible actions might include revising pedagogy, courses, curricula, or other learning 
support mechanisms. 
 
 

9. Planned Revision of Measures or Metrics (if applicable) 
 
A possible revision of a measure might be to recommend a change in the assignments 
that are evaluated for program assessment, or the number of assignments examined, 
and by whom. A metric revision might be for program faculty to decide to change the 
“bar” for acceptable performance. 
 
 

10. Planned Revisions to Program Objectives or Learning Outcomes (if applicable) 
 
After examining the assessment data, it might be appropriate to revise one or more of 
the Program Objectives or Student Learning Outcomes. 
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11. Changes to Assessment Schedule (if applicable) 
 

Do the results create a need for change in your assessment schedule? Is so, please 
describe. 
 
 

12.  Information for Next Year 
 
What learning outcome(s) are you examining next year and who will be the contact 
person? 
 
 
 

II. Appendices (please include any of the following that are applicable to your program) 
 

A. Assessment Data Summaries (Details that elaborate on item 6, above.) 
 

 
B. Measurement Standards (Rubrics, etc.) 
 

 
C. Survey Instruments 
 
 

 
Please submit completed reports electronically to your college assessment coordinator and your 

dean by 9/xx/xx. 
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Appendix 8 
Retention, Tenure and Promotion (RTP) File: Purpose, Requirements, and 

Suggestions 
 

The RTP file is comprised of three elements:  1) the working personnel action file 
(WPAF); 2) the dossier; and, 3) the supplemental evidence binder.  Together, they 

serve as the repository for all documentation related to evaluation. 
 
 
Your dossier is actually comprised of the following three documents: 
 

1. Working Personnel Action File (WPAF).  
Your WPAF which and contains your original vita and contract as well as a 
current vita, all reports from periodic and performance reviews, any reprimands, 
and your student evaluations of teaching (SETs). Your WPAF is maintained by 
the College and held in the College office. You have the right – and responsibility 
– to review it periodically and submit materials for inclusion (See FPPP section 
7.1). The binder is provided by the college and stays in the college office. 
 

2. Dossier. 
The purpose of the dossier is to provide evaluators with the information and 
material necessary to accurately judge the candidate’s performance in the areas 
listed herein, the dossier shall contain the following material (8.1.3.e).  The FPPP 
(8.1.3.e) requires that dossiers shall contain a copy of department standards, a 
current Curriculum Vitae, a narrative that includes reflective statements on your 
teaching philosophy and professional growth and achievement, and support 
materials. The dossier is a relatively short accumulation of your work that will be 
carefully reviewed by the department, chair, college committee, dean, and 
provost during a performance review. This dossier binder is returned to you after 
a round of review is complete and should be routinely updated. Below you will 
find descriptions of the two components of the dossier, the narrative and the 
support materials. 

 
The Narrative 
According to FPPP 8.1.3.e.3, the narrative should provide a context for the 
reviewers to understand and evaluate the candidate’s activities and 
achievements contained in the dossier. The candidate should use the narrative to 
highlight the scope and quality of his/her performance in all the areas to be 
evaluated, making the case that the performance under review has met or 
exceeded expectations as stated in the Department standards, other sections of 
the FPPP, and the CBA. At a minimum, the narrative should include the 
following:  
 

• A reflective statement on the candidate’s teaching philosophy/ 
strategies/objectives and how these have impacted the candidate’s 
teaching, (i.e., how these are evidenced in the candidate’s classes, 
assignments, and other learning experiences provided for students), and  
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• A reflective statement on the candidate’s professional development,  
describing what he/she does and why, how it has evolved and where it 
might be going in the next few years, and how it has impacted the 
candidate’s teaching.  

 
The candidate may wish to include additional brief annotations and comments 
throughout the dossier in the support materials.  
 

The Support Materials 
You should be strategic about the support materials you choose to include in the 1.5” 
dossier binder. For example, a quantitative and qualitative summary of student and peer 
evaluations should be included as support for your reflective statement about teaching.  
 
Your complete SETs and peer evaluations are contained in your WPAF. Do not 
duplicate them in your dossier. Instead, summarize them into a table that displays 
means by item and course and include a few representative comments from students. 
Create a narrative analysis of the results. Identify areas of strength and areas of growth. 
Describe patterns that emerge over time.  
 
Additionally, while it is required that you list the courses you have taught at Chico State, 
you are not required to include every syllabi of every course you have ever taught. 
Instead, you should consider including selected course syllabi or evidence of successful 
course instruction for illustrative purposes that support the reflective statement on your 
teaching philosophy.  
 
Regarding your professional growth and achievement, you might include a selected 
exemplar publication or creative activity that exemplifies your summary of professional 
growth and achievement, but not include the printed version of all your publications or 
creative endeavors. When you address the integration of your teaching and scholarship, 
as required by the reflective statement on professional development, you might 
purposefully select a supporting document that demonstrates how your teaching has 
informed your scholarship and/or the ways in which your scholarly activity has 
contributed to your teaching.  
 
Verification of service might include examples of work accomplished, verification of 
participation, or appointment letters.  
 
The Supplemental Binder Index 
Your support materials should also include an index of the evidence contained in your 
supplemental evidence binder.  This ensures that, at every level of review, all 
contributions to the WPAF will be indicated.  This supplemental evidence binder index, 
as well as the dossier table of contents will be included in the “Current RTP” section of 
your Personnel Action File (PAF) housed in the CME Dean’s Office. 
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It is important for you to be both selective and reflective in your dossier as you create 
your case for evaluation. Ultimately, promotion is based on individual performance, not 
on years of seniority. 

 
 
Binder Requirements: 1.5-inch white, heavy-duty binder with a table of contents 
and tabbed dividers to clearly separate materials. The binder and organizing 
materials will be provided by college. 
 
Format: CME provides the following Dossier Table of Contents to help you 
organize and format your materials. Please include the Table of Contents in the 
front of your dossier (see below) binder. 

 
 

Table of Contents 
 
Department Standards 
  
Curriculum Vitae 
  
Narrative  
Reflective Statement on Teaching Philosophy  
Reflective Statement on Professional Growth and Achievement  
 
Support Materials  
Instruction  

List of Courses  
Selected Syllabi  
Summary of Student Evaluations of Teaching  
Peer Evaluations  
Comments and Interpretation of Instruction Support Materials  
 

Summary of Professional Growth and Achievement  
 
Summary of Other Contributions to the University and Community  
 
Summary of Contributions to Strategic Plans and Goals of the Department, 
College, the Academic Plan of Academic Affairs, and University 
 
Index for Supplemental Evidence Binder  
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3. Supplemental Evidence Binder.   
This binder contains additional evidence that supports the case you make in your 
dossier. You should be selective in the evidence choices that you make. For 
example, you should include copies of course materials that support your 
teaching and copies of published works and/or conference presentations you are 
using as evidence of academic achievement. It’s also important to include 
verification of service, such as letters of appointment to committees. 
This supplemental evidence binder is held in the College office along with 
the WPAF and dossier and is used by the department- and college-level 
committees, the chair, and the dean to support, verify or clarify claims made in 
your primary binder. This supplemental evidence binder is returned to you after a 
round of review is complete and should be routinely updated. This binder 
remains in the College office unless requested as additional evidence to resolve 
questions or disputes resulting from previous levels of evaluation.   
  
Binder Requirements: 3-inch white, heavy-duty binder with a table of contents 
and tabbed dividers to clearly separate materials.  
   
• Copies of articles from publications  
• Conference papers / presentations  
• Selected book chapters or manuscripts  
• Book, textbook and manuscript reviews  
• Grant proposals awarded, technical reports, and project evaluations   
• Evidence of other activities specified in your department’s RTP standards,   
 such as accreditation reports  
• Samples of student work/feedback (redacted)  
• Evidence of service, such as appointment letters  
• Examples from courses such as assignments and rubrics  
  

ADDITIONAL SUGGESTIONS AND TIPS  
  

• Select and reflect. Choose the most illustrative and persuasive pieces of  
 evidence to describe and support your case.   

  
• Create an executive summary that highlights your accomplishments for the  
 current review period.   
  
• Consult with your chair regarding dossier expectations. Ask for names of faculty  
 members with dossiers that best represent department expectations. Seek out  
 these faculty members for mentoring – ask to see their dossiers.  

  
• Take time to create your first dossier. If you do it right the first time, you can use  
 the basic structure all the way through your academic career at Chico State.   
  
• Be strategic in your choices. No one wants to see a syllabus for every class.  
 
• Choose your most representative work. For example, if you created a class from  

scratch, that would be an excellent syllabus to include, with a very short  
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explanation of how the course came into being preceding it.  
  

• Your dossier and the supplemental binder should work together. Structure them  
in a similar manner. List your publications in your dossier and include the 
manuscripts in the same order the supplemental.   
  

• Dossier reviews must take place in the college office and there is not a computer  
available to reviewers. If you have a creative work that cannot be printed, provide 
it on a jump drive or point to its location on the Web (e.g., a video). Many 
computers no longer CD-ROMs, so avoid including CDs. If your exemplars are 
text based, please provide printed copies (of publications, conference papers, 
photographs of creative works).  

  
• Keep your dossier on track. Use lots of bullets. Simplify. Make lists. Your main  

dossier should not be more than 50 pages. If you can’t easily turn the pages in 
the binder because there is too much information, either whittle down the 
material or move some of it to the supplemental.  

  
• There is no one right way to present a dossier. The dossier is a personal creation  
 that reflects you and your teaching, research, growth, and service.   

  
• Finally, remember your audience. During performance review, in particular,  

several people unfamiliar with your field and RTP document may review your 
dossier. You need to be factual and persuasive.  
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Appendix 9 
Temporary Faculty Evaluation File: Purpose, Requirements, and Suggestions 

 
Your temporary faculty evaluation consists of two elements: 1) the Personnel 
Action File (PAF) and 2) the Supplemental Evidence File. Together they serve as 
the repository for all documentation related to evaluation.  
 
 
1)  The CME Personnel Action File (PAF) 
The CME Personnel Action File (PAF) is the official personnel file for each faculty 
member managed by and held in the dean’s office. The PAF contains correspondence 
about your employment status and personnel actions (e.g., contract renewals; 
promotion; award of tenure), as well as information such as peer evaluations, signed 
statements of evaluation, and summaries of student evaluations. The PAF is maintained 
throughout the faculty member’s career with CSU, Chico.  

 
 
2.  The Supplemental Evidence File 
Temporary faculty have a responsibility to update their vita/resume annually, review 
materials in their personnel action files (in the Dean’s Office), and provide 
supplementary materials for their evaluations in a Temporary Faculty Supplemental 
Evidence File to their Department office when notified. The file must be submitted to 
the Department Office by the specified date. The file should be contained in a half-inch 
(0.5”) binder organized by the table of contents listed below: 

• A current faculty curriculum vita/resume, 
• A statement of the faculty member’s philosophy of teaching, 
• Summaries of SET and/or University Supervisor Evaluation results, 
• Copies of current syllabi for courses taught (instructors only) and 

descriptions of student assignments and assessments, 
• Additional materials that provide evidence of teaching 

and/or supervision effectiveness, and 
• (Optional) a brief summary of other activities that support currency in the 

discipline or other activities and achievements related to the individuals work 
assignment (FPPP 9.1.2.c.3-4). 

 
It is in the best interest of all temporary faculty to submit a supplemental evidence file 
as part of the annual evaluation process. Failing to submit a dossier in a timely 
manner according to the published deadline, will create an incomplete evaluation, 
and therefore might lead to an evaluation of ―Not Satisfactory.  
 
The CME website will be the location of the CME Faculty Supplemental Evidence File 
that includes an electronic Table of Contents and Template. Each academic year the 
CME website will showcase exemplary faculty dossiers and supplemental evidence 
files selected by the Dean. 
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The Support Materials 
You should be strategic about the support materials you choose to include in the 0.5” 
evidence file binder. For example, a quantitative and qualitative summary of student and 
peer evaluations should be included as support for your reflective statement about 
teaching.  
 

CURRICULUM VITA/RESUME 
Should be updated annually and submitted to the dean’s office. 
 

TEACHING PHILOSOPHY 
The teaching philosophy should be a reflective statement about your 
beliefs/strategies/objectives and how these have impacted your teaching, (i.e., how 
these are evidenced in the your classes, assignments, and other learning experiences 
provided for students), and you might also include a reflective statement on the 
candidate’s professional development, describing what he/she does and why, how it 
has evolved and where it might be going in the next few years, and how it has impacted 
the candidate’s teaching. You may also wish to include may wish to include additional 
brief annotations and comments throughout the binder in the support materials. 

 
SETs 

Your complete SETs and peer evaluations are contained in your WPAF. Do not 
duplicate them in your evidence file. Instead, summarize them into a table that displays 
means by item and course and include a few representative comments from students. 
Create a narrative analysis of the results. Identify areas of strength and opportunities for 
growth. Describe patterns that emerge over time.  
 

SYLLABI 
Additionally, while it is required that you list the courses you have taught at Chico State, 
you are not required to include every syllabi of every course you have ever taught. 
Instead, you should consider including selected course syllabi or evidence of successful 
course instruction for illustrative purposes that support the reflective statement on your 
teaching philosophy.  
 
 
It is important for you to be both selective and reflective in your Supplemental Evidence 
File as you create your case for evaluation. Ultimately, evaluation is based on individual 
performance, not on years of seniority. 
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Binder Requirements: 0.5-inch white, heavy-duty binder with a table of contents 
and tabbed dividers to clearly separate materials. The binder and organizing 
materials will be provided by college. 
 
Format: CME provides the following Evidence File Table of Contents to help you 
organize and format your materials. Please include the Table of Contents in the 
front of your file (see below) binder. 

 
 

Table of Contents 
 
Resume/Curriculum Vitae 
  
Narrative  
Reflective Statement on Teaching Philosophy  
 
Support Materials for Instruction  
  

List of Courses  
Selected Syllabi  
Summary of Student Evaluations of Teaching  
Peer Observations and Other Evaluations  
Additional Materials Providing Evidence of Teaching and/or Supervision 
Effectiveness  
Brief Summary of Other Activities that Support Currency 

 
 

ADDITIONAL SUGGESTIONS AND TIPS 
 

• Select and reflect. Choose the most illustrative and persuasive pieces of 
evidence to describe and support your case.   
 

• Consult with your chair regarding supplemental evidence file expectations.  
 

• Take time to create your first file. If you do it right the first time, you can use the 
basic structure all the way through your academic career at Chico State.  
 

• Be strategic in your choices. No one wants to see a syllabus for every class. 
Choose your most representative work. For example, if you created a class from 
scratch, that would be an excellent syllabus to include, with a very short 
explanation of how the course came into being preceding it. 

 
• Finally, remember your audience. During performance review, in particular, 

colleagues unfamiliar with your specific area of expertise may review your file. 
You need to be factual and persuasive. 
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