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  OPERATING PROCEDURES 
 
 
 

Procedures and Process for School of Education 
These procedures shall be approved yearly for the 

next academic year at the final meeting of the 
academic year, prior to the summer session. 

 
Adopted September 24, 2012 
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Operating Procedures 
 
These operating procedures are reviewed annually for the efficient functioning of the 
various committees and organizations of the School of Education. 

 
 
 
Section A:  Adoption of Operating Procedures 

 
 

Operating procedures are approved annually by a simple majority of the school voting members at 
the final school meeting of the academic year. Additions or modifications, including rationale, may 
be made during the year for the efficient operation of the school. Written changes are presented in 
writing with the SOE meeting agenda one week prior to a regular meeting. 

 
 
 

Section B: Roles and Responsibilities of Administrators, Faculty and Staff 
 
 

1.   Dean 
The dean provides the servant leadership for the school and for carrying out the strategic 
plan of the University. This includes supporting the vision, “transforming lives through 
academic excellence, innovation, and leadership.” and the Core Values of a Community 
committed to learning, dedicated to service and social justice, and joined together by 
spiritual traditions. The Dean ensures that the academic departments are lead effectively 
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and efficiently. The Dean maintains communication with the University administration as 
well as other schools and deans. 

 
A detailed description of the duties of Dean is found in Appendix A. 

 
2.   Department Chair 

The department chairs are servant leaders within their department. They are expected to be 
collegial and to always treat faculty members with equality and respect. Although they are 
expected to make decisions in a “bottom-up” manner, they have responsibility for the day- 
to-day operations of their department and are empowered to make decision in the best 
interests of their department that are not inconsistent with the interests of the School. 
Chairs will work to support the mission, vision, and values of the University, and the 
purpose and goals of their School. Responsibilities include the traditional, evening, and 
graduate programs. 

 
Department chairs have responsibilities in areas of facilitation, budgeting and overseeing 
the academic programs in their department. 

 
3.   Academic Program Director 

An academic program director leads an academic program that engages faculty from across 
the School of Education, across the University, and outside sources to administer the 
program. The academic director reports directly to the chair of their department. 

 
4.   Faculty 

The faculty comprises all persons having appointment for the instruction of students. The 
faculty of Marian University will consist of four distinct groups: full-time faculty, part-time 
pro-rata faculty, part-time per course faculty (also referred to as adjunct faculty) and 
special appointment faculty. Specific contract types and other specific contractual rights and 
responsibilities will accrue to each specific group as defined in the Marian University 
Faculty Handbook in appropriate sections of Part II. In particular, part-time per course 
faculty and special assignment faculty have limited rights and responsibilities; these are 
fully defined in the Faculty Employment Policies and Procedures Section and in the Sections 
on Evaluation and Separation. 

 
5.   Administrative Program Director 

An administrative program director supports academic programs that engages faculty from 
across the School of Education, across the University, and outside sources to administer the 
program(s). The administrative program director reports directly to the Dean. 

 
6.   Support Personnel 

Support personnel provide assistance to all areas of the school as specified through their 
specific position descriptions which outlines the duties and reporting relationship. 

 
Section C: Meetings 

 

1.   The SOE shall schedule meetings in coordination with the University meeting schedule 
usually at least once a month during the academic year. Meetings may be called more 
frequently by the Dean or at the request of three full-time faculty members. 

2.   SOE meetings are open only to designated membership, recorder, and invited guests. 
(Bylaws: Section B) 
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3.   A support specialist of the SOE shall record the minutes of SOE meetings. In the event this 
person is not present, the Dean will appoint an alternate recorder. 

4.   The agenda and meeting minutes from last meeting will be circulated one week prior to the 
meeting through email distribution. Reports and minutes are placed on the School internal 
site for review prior to the meeting. 

5.  A closed meeting can be requested by the SOE Dean or three full-time faculty members.  A 
closed meeting is open only to School members with voting privileges. 

 
 
Section E: Order of Business 

 

1.   Except as otherwise provided by the members of the School, its meeting shall be conducted 
in accordance with Robert's Rules of Order. 

a.    Call to Order / Reflection 
b.    Approval of the Agenda 
c. Approval of Minutes 
d.   Announcements 
e.    Reports – Verbal reports will supply information beyond electronic report. 
f. Adjournment to Faculty Meeting 
g. Unfinished Business 
h.   New Business 
i.     Special Topics 
j.     Adjournment 

 
 
Section F:  Professional Development 

 

1.   Request for approval using SOE Professional Development Request forms provided on the 
SOE intranet site. 

2.   Definition of items considered professional development for reimbursement may include 
reasonable: 

• attendance at conferences, including registration/conference fees, accommodation 
and food 

• attendance at workshops, seminars, courses, exhibitions and other professional 
development activities to improve teaching and research 

• purchase of books, journals and subscriptions for development of research and 
teaching 

• membership of professional organizations for research, teaching, and academic 
engagement 

•   assistance with developing skills for research, teaching, or administration 
3.   Request for professional development money should be made before May 1 
4.   Additional requests for remaining professional development money may be made by faculty 

after May 1 
5.   Expense reimbursement requests and receipts must be turned in before June 30th. 

 
 
Section G:  Standing Committees Operating Procedures 

 

Standing Committees will review the committee procedures yearly and submit changes for 
approval annually at the final meeting of the academic year for implementation the following year. 
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1.   Academic Standing Committees 
a. Purpose, Membership & Functions and Powers – see SOE Bylaws: Section: I 2a 
b.    Operating Procedures: 

i.   Each department establishes a formal process for review of student 
academic standing utilizing criteria for admission as defined by the faculty. 

ii.   Candidates are reviewed by each respective department or program for 
approval following the established admission criteria and are presented to 
the SOE at the next SOE meeting. 

 
2.   Peer Review Committee 

a. Purpose, Membership & Functions and Powers – see SOE Bylaws: Section I 2b 
b.    Operating Procedures: 

i.   Chair is elected by the members of the committee. 
ii.   Membership includes at least four tenured faculty members, under contract 

the previous academic year in the School, and who were appointed by the 
dean to serve on the Peer Review Committee. Appointments are rotating 
with no more than 50% change in one year. Appointments are for two (2) 
years. 

iii.   Chair calls meetings. 
iv.   Committee conducts School faculty peer reviews. 
v.   Committee makes recommendations to facilitate faculty growth and 

development as professionals and will align in support of responsibilities as 
outlined in the faculty handbook 

vi.   A written report is given to the faculty member and a meeting is held to 
discuss the report (Appendix B). The meeting can be with the whole 
committee or the Chair as determined by the faculty member. 

vii.   The report is to be included in the Promotion and Tenure portfolio. 
 

3.   Curriculum Committee (as submitted by Curriculum Committee Members 4/25/11) 
a. Purpose, Membership & Functions and Powers – see SOE Bylaws: 

Section I.2.c 
b.    Procedures for Curriculum Development and Review 

i.   Origination 
aa.  Faculty members may submit proposals for curricular changes: new 

courses or programs, and/or changes to existing courses or 
programs within the assigned department. 

bb. All proposals are reviewed and approved by the faculty in the 
appropriate department 

cc.  Using approved forms, proposals are then forwarded to the Chair of 
the Curriculum Committee by the department chair, program 
director, or School Dean 

ii.   Curriculum Review 
aa.  All proposals will come before the Committee at scheduled meetings 

of the Committee. 
bb. The Committee will review and approve curricular proposals in 

accordance with the School of Education By-Laws I.2.c.iii. 
cc.  The Committee may request attendance of a department member at 

a Committee meeting to clarify new programs, courses, program 
changes or changes to existing courses. 
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dd. Expedited matters: Matters involving information only (such as a 
change in a program or course title) should be submitted to the 
Committee for review and documentation in Committee minutes. 

iii.   Disposition 
aa.  The Committee will make a recommendation regarding the 

proposal(s). 
bb. If a proposal is in question, does not pass or needs further 

refinement, it will be sent back to the appropriate department for 
possible revision and resubmission. 

cc.  The Chair of the Curriculum Committee will submit all approved 
proposals to the School of Education faculty at the next scheduled 
meeting. 

dd. Upon approval of the School of Education faculty, the Dean will 
submit the proposal to the appropriate University body (CES or 
Graduate Council). 

 
4.   Assessment Committee  

a. Purpose, Membership & Functions and Powers – see SOE Bylaws: Section H 
b.    Operating Procedures 

i.   The Assessment Committee works in collaboration with the departments 
and programs to ensure the structural consistency of the unit-wide 
assessment system 

a. Data Collection: The Assessment Committee assures that data is 
being collected each semester for collation in August and January. 

b.    Data Retreat Outcomes: Departments analyze assessment data 
during the months of September and February. 

c. Information, requests, and action items: Department representative 
on the committee bring requested agenda items forward for 
committee review, advisement, and action if necessary. 

d.   Summary data: Representatives on the committee report summary 
data retreat outcomes, including proposed actions in October and 
March. 

e. Bi-Annual Summary Report: In November and April, the Assessment 
Committee Chair will prepare and submit a bi-annual summary 
report to the SOE Faculty. 

 
 
Section H: Advisory Bodies 

 
 

1.   Professional Education Council 
a. Purpose: Collaborative effort to provide the content knowledge for teacher 

education programs. 
b.    Membership: Membership shall include the Chair of the Teacher Education 

Department, and representatives from other academic divisions that offer 
pedagogical content knowledge for teacher education programs. 
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c. Operating Procedure: 
i.   Meet a minimum of one time a semester. 

ii.   Meeting called by the Chair of the Department of Teacher Education. 
iii.   Support Specialist for a Teacher Education establishes agreed meeting time 

and dates in consultation with the Chair and input from the members. 
iv.   Support Specialist acts as the recording secretary for the meetings. 
v.   Agenda published one week before the meeting. 

vi.   Information from meeting disseminated to School via representative. 
vii.   Action resulting from the meeting brought to Teacher Education subsequent 

meeting. 
viii.   Minutes from meetings posted on the SOE internal Webpage. 

 
2.   Dean’s Council 

a. Purpose: The purpose of the Dean’s Council is to serve as an advisory body for the 
School of Education. The council also provides a bridge between community and 
educational/leadership needs and the School of Education 

b.    Membership: Citizens from the community and beyond representing business, 
industry, and education; representation from faculty, students and alumni. 

c. Operating Procedures: 
i.   Meets once yearly 

ii.   Meeting is co-chaired by the Director of the Institute of Professional 
Development and the Dean of SoE. 

iii.  Recording secretary selected by the committee 
iv.  Co-chairs set and send agendas 
v.   Minutes are distributed to members and posted on the SOE webpage 

 
 
Section I: Professional Organizations 

 
 

1.   The Marian Student Education Association (MSEA) 
a. Operating Procedures: Operates according to the organization’s constitution 
b.    Reports are sent to the Dean and posted on the webpage 

 
2.   The Alpha Delta Theta Chapter of Kappa Delta Pi. 

a. Operating Procedures: Operates according to the organization’s constitution 
b.    Reports are sent to the Dean and posted on the webpage 
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Appendix A: 
 
 

Dean Position Description 
 

The dean provides the servant leadership for the school and for carrying out the strategic plan of 
the University. This includes supporting the vision, “transforming lives through academic 
excellence, innovation, and leadership.” and the core values of a community committed to learning, 
dedicated to service and social justice, and joined together by spiritual traditions. The Dean 
ensures that the academic departments are lead effectively and efficiently. The Dean maintains 
communication with the University administration as well as other schools and deans. 

 
Innovation through Leadership 
The Dean will provide innovative leadership by: 

• Ensuring programs within the School are excellent, innovative, transformative, and viable 
for the future. 

• Staying abreast of external environments that impinge upon the School’s academic offerings 
now and in the future. 

• Recognizing reciprocal relationships in the external environments that lend themselves to 
innovative opportunities. 

• Communicating effectively within the School and University and externally. 
• Supporting faculty development. 
• Ensuring effective planning, assessment and reporting. 

 
Financial Strength 
The Dean will provide financial leadership by: 

• Expanding and diversifying funding sources in collaboration with Institutional 
Advancement through external and internal avenues. 

• Developing a budget that supports and aligns with the goals and objectives of the School 
and University. 

• Managing the financial resources of the School. 
 

Inclusiveness and Diversity 
The Dean will provide inclusiveness and diversity leadership by: 

• Developing interactions among the University’s various internal and external constituents. 
• Creating a culture of exchange and collaboration through seeking partnerships with diverse 

groups in a multicultural and global community. 
• Practicing positive and equitable practices in talent identification, management, 

development, and retention. 
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Appendix B:  
 
Review Form for Evaluating Faculty 

 
Promotion and Tenure Committee of Marian University 

 
The following guidelines use the criteria delineated in the Faculty Handbook as a template for 
review in annual peer evaluations and performance appraisals.  They also serve as a guide for 
writing those evaluations and for compiling the dossier submitted in application for tenure and/or 
promotion.  As stated in the Faculty Handbook adopted in 2011, all these evaluations written by a 
committee of peers and the dean must now be included in applications for tenure and/or 
promotion. 

 
Faculty Member being Evaluate:      

 
Date of Review:    

 
Type of Review (Check One) 
1) Three Year Peer Review of Tenured Faculty (1) 
2) Annual Peer Review of Faculty on Tenure Track (2) 
3) Annual Peer Review of Faculty not on Tenure Track (3) 
4) Performance Appraisal Summary of Tenured Faculty: (4) 
5) Performance Appraisal Summary of Faculty on Tenure track (5) 
6) Annual Performance Appraisal Summary of Faculty not on Tenure Track (6) 

 
Signatures Required: 
Peer Reviews [items (1), (2), (3)]: Tenured faculty conducting the Evaluation Performance 
Appraisal Summary [items (4), (5), (6)]: Head of Academic Unit Evaluator(s) 

 
 

Name Name 
 
 

Name Name 
 
 

Name Name 
 
 

Name Name 
 
 

Name Name 
 
 

Name Name 



10 
 

Review Checklist 
 
 
 
 

Check* if this is initial review: 
 
 

      Updated Vita 
 
 

      Annual Workload Summaries 
 
 

      Teaching 
 
 

      Scholarship 
 
 

      Service 
 
 

      Performance Appraisal Summary from Previous Annual Performance Appraisal* 
 
 

      Peer Review Summary from Previous Year* 
 
 

      Annual/Long Term Goals for Present Year 
 
 
 
 

Reviewer Instructions: 
 

* If this box is checked, several evaluation criteria or components of this document will not apply. 
Respond “Not Applicable” or “NA”. 

 
Schools and departments may establish additional expectations for performance beyond those 
described in the Faculty Handbook. Both faculty members being reviewed and their reviewers 
must address these additional expectations in writing.  These comments must then be appended to 
this document. In the case of application for tenure or promotion, the Promotion and Tenure 
Committee will also address each of these additional criteria. 



 

I.   Teaching 
 

Standards of Excellent Teaching: 
 

• Continues to develop content area expertise and use that expertise to improve student 
learning through attending classes, seminars, conferences, and other learning experiences. 

• Uses evaluative feedback to improve teaching 
• Updates course content to reflect the most current thinking in the discipline 
• Updates and revise approaches to instruction and assessment to improve student learning 
• Be able to assess strengths and weaknesses in teaching and devise strategies for utilizing 

strengths and remedying weaknesses 
• Uses outcome assessments to make decisions about coursework 

 
Evaluation of faculty member (Spacing below may be adjusted as needed): 

 
1a. Development shown over the previous year: 

 
 
 
 
 
 
 
 

1b. Evaluation of progress on the previous year’s concrete and measurable goals: 
(This section not completed if this is the initial review) 

 
 
 
 
 
 
 
 
 
 

2.  Concrete and measurable goals which will allow strengths to be retained and weaknesses 
to be improved upon. 

 
 
 
 
 
 
 
 
 
 

3. Assessment of progress made toward tenure or promotion.  The statement written here 
must clearly address whether the faculty member is on track to receive tenure (box (2) or (5) 
checked on page one). If deficiencies are noted, those deficiencies must be clearly stated and 
remedies must be suggested. If Box (1) or (4) is checked the tenured faculty member being 
reviewed may waive the requirement of having a response to this section be completed. If box (3) 
or (6) is checked faculty member may request this section be filled in (such request does not change 
applicant’s tenure track status). 
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II. Scholarship 
 

Standards of Scholarship: 
• Continues to develop content area expertise through classes, seminars, conferences and 

other learning experiences in the discipline 
• Sharing professional knowledge through presentations, publication, public showing of 

scholarly pursuits in art or music, etc. 
• Conducting research to add to the knowledge base of the discipline 
• Supporting and/or extending the scholarship/research of students (senior research 

projects, master’s thesis, doctoral dissertation) 
 

Evaluation of faculty member (Spacing below may be adjusted as needed): 
 

1a. Development shown over the previous year (An assessment of strengths and weaknesses): 
 
 
 
 
 
 

1b. Evaluation of progress on the previous year’s concrete and measurable goals 
(This section not completed if this is the initial review) 

 
 
 
 
 
 

2.  Concrete and measurable goals which will allow strengths to be retained and weaknesses 
to be improved upon. 

 
 
 
 
 
 

3. Assessment of progress made toward tenure or promotion.  The statement written here 
must clearly address whether the faculty member is on track to receive tenure (box (2) or (5) 
checked on page 1). If deficiencies are noted, those deficiencies must be clearly stated and 
remedies must be suggested. If Box (1) or (4) is checked the tenured faculty member being 
reviewed may waive the requirement of having a response to this section be completed. If box (3) 
or (6) is checked faculty member may request this section be filled in (such request does not change 
applicant’s tenure track status). 
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III. Service 
 

Standards of Service: 
• Participating in and/or leading the development of new procedures, policies or documents 

for program, school, the institution, or professional organizations 
• Participating in and/or leading school or institution committees 
• Participating in or leading assessment-driven program review and/or accreditation 

initiatives 
• Providing consultative services to members of the Marian community and/or members of 

the broader professional community 
• Serving in a leadership position for program, school, or institution 
• Participating in and/or leading the planning and development of a conference or major 

gathering 
• Serving in a leadership position for a local, state, or national/international professional 

organization 
• Participating in and/or leading the planning or execution of University special events 
• Assisting and/or serving as advisor to student organization or other internal bodies as 

consultant beyond any contract obligations 
 

 
 

Evaluation of faculty member (Spacing below may be adjusted as needed): 
 

1a. Development shown over the previous year (An assessment of strengths and weaknesses): 
 
 
 
 
 
 

1b. Evaluation of progress on the previous year’s concrete and measurable goals 
(This section not completed if this is the initial review) 

 
 
 
 
 

2.  Concrete and measurable goals which will allow strengths to be retained and weaknesses 
to be improved upon. 

 
 
 
 
 
 

3. Assessment of progress made toward tenure or promotion.  The statement written here 
must clearly address whether the faculty member is on track to receive tenure (box (2) or (5) 
checked on page one). If deficiencies are noted, those deficiencies must be clearly stated and 
remedies must be suggested. If Box (1) or (4) is checked the tenured faculty member being 
reviewed may waive the requirement of having a response to this section be completed. If box (3) 
or (6) is checked faculty member may request this section be filled in (such request does not change 
applicant’s tenure track status). 
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Optional summary/commentary regarding faculty member/document being reviewed. 


