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General Information 
The Discussion Team 

Utah Code 53B-2-106authorizes the President to: “2(d) to enact rules for administration and operation of 
the institution which are consistent with the prescribed role established by the board, rules enacted by the 
board, or the laws of the state.” 

The Board of Trustees has authorized the President to establish The Discussion Team as a joint 
Administration/Faculty team empowered to provide recommendation to the President regarding full time faculty 
compensation and workload. The team consists of two co-chairs, one appointed by the President and the Faculty 
Association President. The President appoints other administrative members. The Faculty Association President 
appoints other faculty members. The team meets as needed to draft proposals for review by the President for 
possible inclusion into the Full Time Faculty Handbook for Compensation and Workload. Once Presidential 
approval is received, the Human Resources Office will publish the changes on the College’s website. 
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The Full Time Faculty Salary System 
1. Pay Policy

1.1. We are a community college and belong to a system where students from this
institution transfer both vocationally and academically to other post-secondary 
institutions and move into the world of work; therefore, a high level of quality must be 
ensured. A salary system has been developed to encourage and reward those faculty 
members who demonstrate a willingness to progress to the top of their profession, 
hence better serving students. 

1.2. Faculty Salary Notification Letters. Annually, the Human Resources Department will 
send to each continuing faculty member a Faculty Salary Notification Letter. This 
letter will outline a faculty member’s salary, rank, tenure status, etc. This is done 
with the understanding and agreement that a faculty member’s employment is 
subject to and conditional upon compliance with Utah State Law and the policies that 
Salt Lake Community College is a multi-site institution and that individual teaching 
assignments may vary as determined by their Academic Administrator. Termination 
for any reason during the school year may require repayment of a portion of the 
salary. Repayment to the College must be made within fifteen (15) school days after 
termination. Terms of this appointment are contingent upon the availability of funds 
in the College budget as outlined in the Academic Freedom, Professional 
Responsibility, and Tenure document. 

2. Job Description and Faculty Load

2.1. This revision of the Faculty Handbook articulates the role of the faculty and includes a
sample job description, the faculty tenure document, and The Full-Time Faculty Handbook 
for Compensation and Workload, etc. Additionally, the Utah State Board of Regents in 
R485 Faculty Workload states the following: 

2.1.1. “Each full-time faculty member paid with instructional Education and General 
funds is expected to teach classes and to assume a reasonable workload of related 
instructional activities that constitute a full-time instructional load.” 

2.1.2. “The nature of a full-time instructional load will vary according to the mission and 
roles of USHE institutions, the nature of instructional programs, and variations in 
student populations being served. In all institutions, faculty paid with 
instructional Education and General funds are expected to teach classes, 
conduct other instructional activities including advising, grading and 
preparing for classes, and developing curriculum, as well as scholarly study 
and/or research, public service, involvement in academic governance, and 
similar academic activities. These duties are essential elements of the work of 
the faculty and are taken into account in making promotion, tenure, and 
salary decisions. (emphasis added)” 
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2.1.3. A general job description has been developed for departmental use. The job 
description may be added to, but may not be subtracted from. Please see 
appendix1. 

2.2. Teaching Load 

2.2.1. Please see appendix 2 for teaching loads for full-time faculty. 

2.2.2. 2.2.2. Faculty Class Days Calendar and Teaching Days. Please 

see Appendix3. 

3. Salary Survey
3.1. To ensure external competitiveness, the Discussion Team benchmarked faculty salaries against

national community college peer data in the American Association of university Professors (AAUP). 
The Discussion Team reviews this data annually and adjustments are made to the salary schedule. 

4. Salary Structure and Professorial Rank

4.1. In conjunction with the salary survey, a professorial rank system has been developed by the
Discussion Team to acknowledge full-time faculty for their contributions to the college. 

4.2. The following ranks and associated salary ranges will be used for the 2022-23 academic 
year, minimum and maximum: 

5. Evaluation

5.1. SLCC’s evaluation system for faculty gathers feedback from students, peers, and
academic administrators to the faculty member, enabling the faculty member to 
improve performance and enhance student learning. Faculty members at SLCC 
balance commitment to teaching, professional development and activity, and service. 
Faculty are expected to adhere to the “Standards of Professional Responsibility” as 
contained in SLCC Policy (Chapter 4, 1.01), “Academic Freedom, Profession 
Responsibility Tenure,” Section B.” 

5.2. See appendix 4 for the faculty evaluation criteria and processes 
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6. Salary Increases, Additional Assignments, and Overload

6.1. Once a faculty member is hired and receives a salary placement, their base
salary may be considered for advancement as follows: 

6.1.1. Base salary. In conjunction with appropriations with the Utah State Legislature, 
The Discussion Team will review the appropriate funding available for the next 
fiscal year. Letters of appointment will be sent out after meetings and decisions 
have been made by the joint Faculty and Administrative Discussion Team. 

6.1.2. Merit. Board of Regent Policy 481 states: “Each tenure track and tenured 
faculty member, along with all other faculty members, shall be reviewed 
eachyear in conjunction with the merit pay process. (emphasis added)”. 
Merit procedures are in Appendix 5 

6.1.3. Rank Advancement. A faculty member advanced in rank shall receive apay 
increase for the next fiscal year. Please see Appendix 5% base for 
procedures. 

6.1.4. Degree Advancement: If a faculty member wishes to pursue an advanced certificate or degree 
related to their discipline, and if s/he plans to apply for a pay increase, s/he must discuss 
intentions with their academic administrator prior to completing the program. To receive 
consideration for a base salary increase, the degree/certification must address department 
or program needs and be above the minimum educational requirements for the position. 
The academic administrator, in conjunction with the dean and Human Resources, will 
provide authorization and determine the amount of pay increases. 

6.1.5. Degree Equivalents 

6.1.5.1. The master’s degree is the standard by which faculty are judged for 
articulation and accreditation. In departments where this is not 
possible, faculty and academic administrators shall develop setoff 
related Master's degrees or Master’s equivalent appropriate to the 
disciplines. A Master’s Equivalent will be granted where a faculty 
member can show: 

6.1.5.2. A Masters degree in field does not exist, and 

6.1.5.3. Equivalent Rigor of Masters degree is shown, i.e. following minimums: 

6.1.5.3.1. Associates Degree. 

6.1.5.3.2. 6 years of work experience at the Journeyman level. (Journeyman 
level includes the completion of a recognized apprenticeship 
program or an equivalent number of years of work experience 
where no apprenticeship program is found). 
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6.1.5.3.3. Certification/Licensure. (The presence of certifications/licenses 
that demonstrate the achievement of advanced knowledge of a 
master in field.) 

6.1.5.3.4. It is the obligation of the faculty member to develop a plan for 
Master's equivalent, which may include internal and external 
recommendations and analysis. The plan will be approved or 
disapproved by the department, Academic Administrator, and Dean. 
An approved plan will then be submitted for approval/ disapproval 
to a College-wide review committee for comparison and 
verificationof comparable rigor. The committee will be comprised 
of the current or past president of the Faculty Association, a faculty 
member selected by each of the nine schools, (the current or past 
President of the Faculty Association shall represent the school from 
which s/he teaches), the Provost of Academic Affairs or designee 
and an appointed representative from the Human Resources Office 
as chair. The Academic Administrator will review the progress of 
the applicant toward completion of the Master's Equivalent plan 
during the annual review of goal achievement, or more often, if 
necessary. When the Academic Administrator is satisfied that the 
faculty member has completed the work as outlined in the plan, 
s/he will recommend to the appropriate Dean that a Master's 
Equivalent should be awarded. The Dean will notify the applicant of 
the award. The applicant will have the right to appeal any decision 
to the Provost of Academic Affairs for final adjudication. Early 
planning for professional development in conjunction with the 
annual evaluation is strongly recommended. 

6.1.6. Prohibited Movement. A faculty member shall be prohibited from rank advancement or 
merit consideration by receiving a letter of concern, letter of probation, or receiving an 
unacceptable evaluation as outlined on the faculty plan and performance review report for 
that year. 

6.2. Additional Assignments and Overload 

6.2.1. Summer Teaching. See Appendix6. 

6.2.2. Department Coordinators. See Appendix7. 

6.2.3. eLearning. See Appendix8. 

6.2.4. Overload Teaching 

6.2.4.1. Faculty may teach additional classes for compensation 
as approved. Procedures for teaching overload are 
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found in Appendix9. 

6.2.5. Additional Assignments(Non-teaching) 

6.2.5.1. Work performed as part of the full-time faculty’s service obligation. This 
type of work is considered part of the faculty’s primary role and duties, and 
is thus compensated by the faculty’s regular salary without extra 
compensation. 

6.2.5.2. Full-time faculty appointments have teaching, service components, 
and professional development duties that require a full 
commitment to working time and effort. 

6.2.5.3. Academic administrators shall ensure that work that is part of a 
faculty member’s teaching, service obligation, and/or 
professional development is not compensated with extra 
remuneration. 

6.2.5.4. Work performed by faculty members with extra compensation shall 
not interfere or conflict with the execution of the faculty members’ 
primary roles and assignments. 

6.2.5.5. Only non-teaching additional assignments that are listed in Appendix 
10are eligible for payment. 

6.2.5.6. An academic administrator who wishes to have any new non-teaching 
additional assignments added to the list will write a proposal and 
deliver it to the Dean. The Dean will review the proposal and if 
approved sent it to the Provost. The Provost will forward the proposal to 
the Discussion Team for review and possible inclusion into the Academic 
Guide. 

6.2.6. Teaching Excellence Award. See Appendix11. 

7. Administration

7.1. The Administration is responsible to communicate deadline dates to faculty. E- 
mails to faculty constitute notification; faculty are required to read their 
e-mail.

7.2. Faculty are responsible to meet deadline dates with appropriate forms, 
documentation, etc. All deadlines will be strictly observed. 

7.3. The Utah State Legislature appropriates funding for College faculty salaries. In the 
event the Legislature does not provide adequate funding to facilitate all movement in 
the system, adjustments to the system may need to occur. 

7.4. Academic Services will transfer any Education and General (E&G) base turnover 
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salary savings realized from a full-time faculty position to a full-time faculty salary 
pool. When the replacement faculty receives a higher salary than the budget that 
was allocated for the old position, the shortfall will be transferred from the full-
time faculty salary pool. The savings will be realized and the calculation made 
when a permanent replacement is hired into the position. This does not apply to 
the College's early retirement program or any other funds, including the School of 
Applied Technology. 

7.5. Faculty Salary Joint Appeals Board. 

Approval and/or validation by the appropriate academic administrator, Dean, or 
Provost of Academic Affairs is required in several instances within the salary system. If 
the faculty member is in disagreement with a salary placement rendered, they may 
appeal the decision, within 90 calendar days of notification, to the Faculty Salary Joint 
Appeals Board. The Board shall be comprised of the past president of the Faculty 
Association or designee serving as chair, three (3) representative faculty members 
appointed by the Faculty Association Executive Board (who are approved at a spring 
faculty association meeting), and three (3) administrators appointed by the President.  
Faculty and administrators shall each serve a three-year term; the chair shall serve for 
one year. One new faculty and one new administrator shall be appointed each year. 
Outgoing board members shall be released on June 30 and new board members shall 
assume appointment on July 1. 

7.5.1. Board Responsibilities 

7.5.1.1. To accept, review, and decide appeals on salary placement for faculty. 

7.5.1.2. To meet on a regular basis as called for by the committee chair. 

7.5.1.3. To respond to the faculty member’s appeal within 90 calendar days, 
indicating either approval or rejection and the reason(s), with copies 
to the Academic Administrator, Dean or, Provost of Academic Affairs, 
andHuman Resources. 

7.5.1.4. To maintain current, accurate, and confidential files on 
committee decisions. Academic Guide for Full-Time Faculty. 

7.5.1.5. To review the appeal of the faculty member, focusing its attention upon 
the following: 

7.5.1.5.1. Past approval/denial of similar requests. 

7.5.1.5.2. Consistency with credits given for courses taken in 
fulfilling degree programs (where credit is at 
issue). 

7.5.1.5.3. Relationship of employee's appeal with regard to his or her work 
area responsibilities. 
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7.5.1.5.4. Salary system and approved department, division, and 
school guidelines. 

7.5.1.5.5. The board chair provides a summary report of board action to 
the DiscussionTeam. 
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APPENDIX 1 
SALT LAKE COMMUNITY COLLEGE 
GENERAL JOB DESCRIPTION 
POSITION TITLE: Full-Time Faculty 
REPORTS TO: Academic Administrator 

 
JOB SUMMARY/BASIC FUNCTION: Regular full-time faculty members teach assigned classes in 
accordance with established guidelines and policies and participate in advising, committee 
assignments, other academic and institutional support activities, and supervisory responsibilities as 
assigned. 

 
EDUCATION AND EXPERIENCE: Per departmental accreditation standards and professorial rank 
procedures. 

 
KNOWLEDGE, SKILLS, AND ABILITIES: 
(In accordance with discipline and SLCC departmental standards and expectations) 

 
Essential Job Duties 

 
a. Become familiar with, and abide by, all college policies with immediate priority given to those 

policies that govern interactions with colleagues, staff, administrators, and departments 
throughout the organization. 

b. Maintain professional etiquette in communications with students, staff, faculty, and administrators. 
c. Work closely with department peers and administrators to understand processes and 

procedures that lead to becoming a successful teacher and contributing member of the 
academic unit. 

 
Teaching 

 
a. Creates an effective, supportive learning environment for students regardless of the delivery method. 
b. Teaches courses consistent with department procedures, appropriate Course Curriculum Outline 

(CCO), and catalog description. 
c. Provides each student with a syllabus (paper or online) at the first class meeting 

that complies with department procedure and the CCO. 
d. Teaches assigned classes at the scheduled time and place and meets during required contact hours. 
e. Demonstrates the incorporation of active and applied learning in courses taught 

(hands-on and engaged activities). 
f. Provides appropriate and timely feedback for all assignments. 
g. Promotes the development of critical thinking among students. 
h. Actively participates in the update and production of new curriculum development and 

related activities as a contributing team member of the program area, department, campus, 
college, and state. 

i. Maintains and posts teaching schedule. Maintains significant campus presence to 
respond to instruction and daily needs of students, departments, college, and 
community. Meets with 
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students outside of class—a minimum of 5 hours/week in person or on-line. 
j. Is available to teach courses at times directed by the academic needs of the program 

and availability of staffing pool. The department recommends final teaching 
assignments with the final decision by the Academic Administrator. 

k. Returns graded assignments in a timely fashion per department standards. 
l. Consistently improve course quality, design and course integrity through participation in the 

college-wide assessment of student learning. 
m. Maintains student attendance records (for Financial Aid purposes) and grades. 
n. Conducts a variety of appropriate evaluations of student performance. Informs students of 

progress to date periodically and assigns and submits grades by published deadlines. 
o. Assists in maintaining a safe and mutually respectful instructional environment. Prepares and 

submits incident reports to the Dean of Student Services for inappropriate student behavior as 
defined by the Code of Student Rights and Responsibilities Policy. 

p. Uses appropriate resources and technology in the delivery of courses. 
q. Collaborates with colleagues for instructional improvement. 
r. Maintains professional and collegial behavior. 
s. Coordinates and supervises internships and clinical experiences for students as assigned. 
t. Responds to voicemail and email communication promptly (generally within 1-2 contract days). 
u. Meets deadlines. 
v. Maintains professional appearance as defined by the discipline and/or College procedure. 
w. Partners with the college to provide innovation to improve the learning environment. 
x. Promotes support for the mission, vision, values, and goals of the College by 

incorporating culturally- competent pedagogy and inclusivity practices. 

Professional Activity 
 

a. Maintains necessary educational credentials, professional skills, and demonstrated teaching 
competencies consistent with department standards. 

b. Solicits feedback and implements suggestions from students and peers when appropriate. 
c. Expands knowledge in discipline and teaching craft on an ongoing basis. 
d. Promotes the professional development of peers/colleagues through recognized professional 

activities (in-service activities and the presentation of conference papers and/or publications, 
and other methodologies appropriate to the teaching field), as approved by departments. 

e. Participates in the collegial mentoring relationship, serving as a mentor and/or mentee 
in the department and college. 

f. Engages in local, state, and/or national professional organizations appropriate to the faculty role. 
g. Serves community partners as content area experts when needed. 
h. Completes required training and participates in professional development. 

Service to the College 
 

a. Provides service to the institution through appropriate participation in academic and 
campus committee assignments; offers adequate service on at least one department, 
school, or college-wide committee. 

b. Promotes, models and exhibits the College Values with colleagues, students, 
and community stakeholders. 
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c. Responds to discussions and requests for department work in a timely manner (e.g. 
answers email, completes task assignments, etc.) 

d. Mentors new faculty as assigned. 
e. Serves on tenure sitting committees for department colleagues when appropriate. 
f. Knows and enforces FERPA guidelines and other pertinent federal regulations. 
g. Assists in maintaining a safe and secure campus environment. 
h. Reviews and recommends program textbooks and/or materials. 
i. Attends Convocation, Professional Development Day, Commencement, and other 

institutional meetings (e.g. department meetings). 
j. Handles/responds to student concerns/complaints. 
k. Assumes an active role in the student advising process, formal and/or informal, per 

departmental guidelines. 
l. Meets with and updates the counseling office; updates and maintains advising 

materials per departmental guidelines. 
m. Develops and/or participates in student recruitment and retention strategies. (Career and 

Majors Fair, Pathways to Professions, informal outreach, etc.) 
n. Assists with the assessment of credit for prior learning as needed. 
o. Participates in the formulation and implementation of department initiatives. 
p. Evaluates and revises program offerings/materials on an ongoing basis and develops new 

curricula as needed. 
q. Participates in strategic planning and monitors the institutional effectiveness 

and accountability process. 
r. Provides leadership and instructional integrity through classroom observation, mentoring, 

and evaluation of part-time employees or serving on tenure sitting committees as needed. 
Participates in state-level issues as requested. 

s. Reports maintenances issues for classrooms and equipment to appropriate authorities. 
t. Maintains inventory, if appropriate, of equipment, tools, supplies, and storage/disposal 

of hazardous materials required for classes, and request appropriate equipment repair. 
u. Actively participates in the informed budget process. 
v. Identifies budgetary needs and priorities within the program as applicable. 

 

Note: departments may add specific subject-related language to departmental job descriptions, 
however, the language in this general job description may not be deleted. 
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APPENDIX 2 

Faculty Workload 
Instructional Categories 

 

Three categories of full-time faculty teaching load and ranges under the semester system are as follows: 

Lecture Classes: 28-30 contact hours per year - Target 30 

Lecture/Lab Classes: 34-40 contact hours per year - Target 36 

Laboratory Classes: 46-50 contact hours per year - Target 50 

It is recognized that the titles of these categories may neither represent the various pedagogies that take 
place in the classroom nor always reflect the work associated with those various pedagogies. 

There are no guarantees for either minimums or maximums required of an individual faculty member. 
The faculty will have an annual load within the stated range. Faculty within departments and/or 
disciplines have collaborated with their respective Academic Administrator to define the category in 
which each course in their respective department/discipline fit. A course’s instructional category is 
reflected in its CCO. The CCO is the recognized source for a course’s approved instructional category. 
Each course is assigned to only one of the three instructional categories. Each faculty member will 
collaborate with their Academic Administrator to plan annual teaching assignments. 

Instructional Units 
 

Instructional units shall be used to measure full-time faculty load. Instructional units are calculated using 
the ratio that 30 (the target annual contact hours for lecture courses) bears to the target contact hours in 
an instructional category. Thus, the following ratios apply: 

 

Instructional Category Target Lecture Contact 
Hours 

Target Contact Hours Ratio 

Lecture 30 30 1.00 

Lecture/Lab 30 36 0.83 

Laboratory 30 50 0.60 

 
A full-time load consists of 28 – 30 instructional units taught during fall and spring semesters. The target 
is 30 instructional units. In the event of unusual circumstances, a reduction below 30 instructional units 
could be approved through the Academic Administrator, Dean, and the Provost of Academic Affairs. 
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Overload is paid when instructional units taught by a full-time faculty member exceed 30 in 
an academic year (not including summer). Overload may be paid during a single semester 
when instructional units exceed 15 (10 for the summer term). Overload is paid at the 
current adjunct rate based on contact hours, not on instructional units, and in accordance 
with current overload policy and procedures. Additional preparation compensation will not 
be provided for overload courses requested by the faculty member. If an academic 
administrator requests faculty to include a unique preparation as overload, compensation 
will be provided (see next section). 

Composition Courses 
In keeping with policies at peer institutions, the composition courses listed below will receive 
an additional credit/contact hour per section for load purposes. Instructors will spend the 
additional contact hour in the Writing Center. 

 
BCCM 2310 Construction Writing 
BUS 2010 Business Communication 

ENGL 1010 Introduction to Writing 

 2010 Intermediate Writing 

 2100 Technical Writing 

WRTG 0900 Basic Writing 
WRTG 0990 College Preparatory Writing 

 
An instructor teaching a section of any composition course listed above is eligible to 
avail him/herself of this policy. This is the case whether the instructor is teaching 
just one or more sections of the course. 

In cases where loads consist solely of three-hour composition courses, instructors 
may teach four composition courses and spend three hours in the Writing Center, 
for a total of 15 hours, or teach an additional 3-hour course for a total of 15 hours. 

Writing Intensive Designation 
The President along with the Discussion Team approved in Principle the Writing Intensive 
Designation. In practice, the following need to be addressed: 

• Modalities for Implementation 
• A gradual Rollout with a review in three (3) years. 
• Load similar to current Writing Program Policy 
• Quality control – how are sections evaluated. Consider a review of general education 

sampling reviews. Include an examination of ePortfolios artifacts. 
• Designation for an entire section with writing-intensive students and non-writing-intensive students. 
• Certification standard process of faculty to teach for sections 
• As the program expands, the cost of the program going forward would be brought forward 

through the IBP process by the Associate Provost for Learning Advancement. 
• Associate Deans need to be prepared to hire additional adjunct faculty 
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Preparations 
Underlying Premise 

A full-time faculty member at Salt Lake Community College is expected to have multiple 
preparations as part of his or her teaching assignment. However, in order to assure the quality of 
education, a faculty member generally will not teach more than 60% of their load in unique 
preparations in any given semester. 

Certain programs within the College may not permit the limitation of preparations to 60% of the load 
because of the uniqueness of the programs or the courses; therefore, faculty preparations in these 
programs could regularly exceed the 60% of load limitation, but shall not exceed 80% of the load in 
unique preparations. 
Reasonable effort should be made to avoid exceeding these limitations by adjusting the assignment 
of courses with other full-time or part-time faculty within the department. Exceptions to these 
limitations should result from an agreement between the Academic Administrator and the full-time 
faculty member. The final decision will reside with the Academic Administrator, with approval of the 
Dean and appealed, if necessary, to the Provost. 

In the event that it is necessary for the academic administrator and a faculty member to 
acknowledge and schedule the faculty member for a load consisting of more than 80% of unique 
preparations, with a minimum of not less than three (3) unique preparations, the faculty member 
will be paid at the overload rate for three additional overload hours. 
When overload courses are scheduled, the assignment of courses to either load or overload in 
order to deny a faculty member the application of the provisions of this section is not permitted. 

Definitions 
 

Load: Faculty load is defined by the current load document, and maybe more or less than 
fifteen (15) instructional units, excluding overload, in any given semester. 

Preparation: One preparation is generally defined as the preparation required for each course of a 
different course number that is not cross-listed with another course, taught simultaneously with 
another course, or team-taught with another instructor. 

Reassigned time: Only teaching assignments are considered preparations. The reassigned time or 
other administrative duties that may be assigned are not a teaching preparation for the purposes 
of this section. 

Online courses: Online courses, hybrid courses, or courses taught on a different daily schedule 
do not constitute unique preparations from those same numbered courses taught onsite or on 
a different schedule. 

Program/Course Control 
Scheduling of courses is the responsibility of instructional departments, whether those courses 
are traditional, blended, or distance in nature. All actions pertaining to scheduling of courses 
must be coordinated with instructional departments, based upon a combination of department 
and college needs, prior to formal scheduling deadlines. 
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Service 
Faculty involvement through College service and committee service is critical in the direction 
and planning initiatives of the College. All full-time faculty are expected to participate in these 
service activities as a part of their total assignment. Where reassigned time is granted to 
a faculty member, such reassigned time does not replace the service obligation. 

It is recognized that the time spent fulfilling committee assignments in a professional 
manner represents a significant portion of a faculty member’s load. The following 
are guidelines for the service obligation: 

1. The faculty load categories will include a service component, as stipulated in the 
Faculty Evaluation document and the Tenure Document. In planning each year for the 
faculty member’s instructional load, the faculty member and the chair shall also plan 
for a reasonable commitment to service. Departments and Academic Administrators 
shall, in consultation, set guidelines in writing for what constitutes, for that area, a 
reasonable commitment to service. For purposes of equitability across schools and 
across the college, such departmental guidelines shall be subject to periodic discussion 
and review by Deans and the Provost. (See Appendix) 

2. Faculty evaluation for each faculty member will include an evaluation of a faculty 
member’s contributions through service. (See Instructions for Faculty Evaluation 
document for information about appropriate evidence to document service.) College-
wide committee assignments will be made through a collaboration between the 
leadership of the Faculty Senate and the Academic Administration. 

 

Reassigned Time 
In order to support critical work that can best be done by the full-time faculty member, the College 
grants targeted reassigned time. Because the College values the teaching efforts of full-time faculty 
members highly, we agree to work within defined parameters for reassigned time, and to regularly 
account for how reassigned time is used. 

Definition: Reassigned time is replacing a portion of a full-time faculty member’s teaching obligation 
with a non-teaching, administrative, or academic support duty. A portion of a faculty member’s annual 
workload obligation is “reassigned” or allocated for tasks such as grant administration, accreditation 
preparation, faculty leadership, and in learning centers, equipment and laboratory maintenance, etc. 
Reassigned time allocations may be ongoing allocations (that is, continuing from year to year) 
or temporary. 

Addition of Faculty Summer Leaders to Reassigned Time 

One faculty member from Faculty Senate and one from Faculty Association will serve as faculty 
leaders during the summer months. They will attend institutional meetings as mutually agreed 
upon, and will continue work on ongoing projects. They will represent faculty, solicit feedback from 
faculty, and bring together available faculty when needed. 

This position receives a one-course reassigned time, and cannot exceed the allowable summer workload. 
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Those who fill this position will be selected at the end of each academic year—during the final Senate and 
Association meetings—according to this hierarchy of availability: current President, immediate Past- 
President, Vice-President, a current committee chair. When selecting the summer leader from this 
hierarchical line, emphasis should be placed on experience and continuity. 

Approved Ongoing Reassigned Time: The following represents our current agreement as to approved 
types and amounts of reassigned time; as circumstances change, these assignments may be revisited and 
the agreement altered. In the case of a temporary need for these positions to receive the additional 
reassigned time, administrators may take this to Discussion Team for approval. 

Faculty Leadership 
 

Type Instructional 
Units 

Term(s) 

Faculty Senate President 12 Fall, Spring 
Faculty Senate Vice President 3 Fall, Spring 
Faculty Association President 7.5 Fall, Spring 

Faculty Association Vice President 3 Fall, Spring 
Curriculum Committee Chair 3 Fall, Spring 
General Education Committee 
Chair 

3 Fall, Spring 

Faculty Summer Leader(s) 3 Summer 
 

Faculty Teaching and Learning Center (FTLC) 
Type Instructional Units Term(s) 

Assistant Director of Teaching and 
Learning 

7.5 Fall, Spring 

Distinguished Faculty Lecturer 3 Fall 

 
Community Writing Center 

Type Instructional Units Terms 

Director 12 Fall, Spring 

Assistant Dir. 9 Fall, Spring 

Faculty Professional Development 
Type Instructional Units Term(s) 
Effective Teaching Course 

 
(ACUE) 

One course with a 
minimum of 3 IU 
or exceptions as 
approved by the 

Dean 

Fall, Spring 
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Academic Program Reassigned Time 
Type Instructional Units Term(s) 
Health Science Program 
Coordination and Accreditation 
(allocated to multiple faculty 
members) 

46 Annually 

 
Temporary Reassigned Time: Periodically, SLCC assigns faculty to tasks that are beyond the scope of the faculty 
member’s regular service obligation, but are temporary in nature, such as grant administration, professional 
development activities, curriculum development, etc. For many of these tasks, faculty may be remunerated with 
additional monetary compensation in the form of one-time contracts; alternatively, it may be preferable to 
remunerate faculty with reassigned time on a temporary basis. 

 
The total amount of reassigned time, both ongoing and temporary, generally will not exceed 6% of the full- time 
faculty instructional units in the College overall. From time to time, exceptions may be granted (see next 
paragraph). 

 
Deans, in full consultation with faculty and academic administrators, have the latitude to approve reassigned 
time, up to a threshold of 2.5% of full-time faculty instructional units in the school. All discretionary reassigned 
time for categories in the Faculty Handbook must come to the Discussion Team for review and approval. When 
there is an exceptional need, deans may take a request for additional reassigned time to the Deans Council and 
the Provost for discussion and joint approval. 

 
Academic administrators and deans shall work with the faculty to establish priorities and to determine the most 
effective use of reassigned time and/or additional compensation in the form of one-time contracts. Deans and 
Academic Administrators will report to the Provost, on a semester-by-semester basis, the reassigned time within 
the department/division and the school, including the outcomes or deliverables of the reassigned time. The 
Discussion Team will review the data on reassigned time annually to ensure equitability and functionality of this 
distribution. The Provost shall bring this matter, along with all supporting data, to the discussion team annually. 

 
Temporary reassigned time is not intended to replace the regular service obligation that is part of the job 
description of every full-time faculty member. Academic Administrators and deans must ascertain that this is the 
case before allocating reassigned time. 

 
The following formula will be used to derive the available reassigned time in each school: 
[# of full-time faculty in the school] x [30 instructional units] [.025] x = [instructional units available for 
reassigned time] 
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APPENDIX 3 

Calendar 
 

Full-time faculty members are contractually obligated and accountable to the College to 

• Teach their course loads as assigned 
• Meet their service obligations 
• Hold regular, published office hours 
• Participate in committee and department work 

Faculty are also accountable for non-teaching contract days as follows: 

8 final examination days (4 Fall and 4 Spring). 

2 administrative meetings, one each semester. (Agenda, time, and location 

announced by the Office of the Provost.) 

2 reading days (1 Fall and 1 Spring). 

1 grading/evaluation day (end of Fall). 

1 graduation/grading/evaluation day. (Attendance at Graduation required.) 

The attached calendar exhibits the following criteria, to meet standards set by accrediting and governing 
bodies: 

1. Fall term ends no later than December 21. 

2. Spring term ends no later than May 15. 

3. Summer term ends no later than August 21. 

4. Each of the two basic semesters consists of a minimum of 75 instructional and testing 

days. 

The calendar also responds to faculty, student, and administration requests in the 

following ways: 

1. It utilizes all available instructional days as teaching and testing days in both Fall and Spring terms. 

2. It includes two Reading days: one prior to Fall and one prior to Spring final examinations. 
Reading Days are intended for faculty to be accessible to students and assist students. 
Therefore, administration and faculty should not schedule meetings where faculty would 
be required to attend during reading days. 

3. In order to maintain two-hour final examinations, exams are spread over four days. Even 
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and odd hour days for Monday, Wednesday, and Friday classes as well as even and 
odd hour days for Tuesday and Thursday classes. No other exams should be given 
during finals week, as recommended by the Board of Trustees, 1994. 

4. It includes one grading/evaluation day at the end of the 
Fall term and one graduation/ grading/evaluation day at 
the end of the Spring term. 

5. The day following the four test days in Spring Term shall be designated 
as graduation/Grading/Evaluation day. It is dedicated to Graduation 
ceremonies and other appropriate commencement activities. 

6. Spring Break will occur between the first and second 8-week half-term classes. 

7. The Summer term can be adjusted for limited specific programs which may require a ninth 
(9) week of instruction due to national standards. All classes must end no later than 
August 21 as required by the Board of Regents. 

8. To ensure that the College is meeting the needs of the students, accreditation, sponsoring 
agencies, contracts, and grants, certification and licensure, etc., the Faculty Class Days 
Calendar may need to be adjusted by the instructional department in collaboration with 
Academic Administrators and approval of the Provost of Academic Affairs. If the College is 
to accomplish its mission, different roles need to be recognized and instructional 
programs offered with some flexibility, e.g. the School of Applied Technology, Nursing, 
Continuing Education, etc. 

8.1 When adaptations to the approved calendar are contemplated by instructional areas 
or programs, care should be taken to provide adequate time off between semesters for 
faculty and students. Proposed changes to the calendar in a specific area should be 
reviewed by the Senate Academic Calendar committee and the Discussion Team to 
ensure harmony with the basic provisions of the Faculty Handbook. 



 

Faculty Class Days Calendar 2020-2021 
 

Legend August 2020    

AM = Administration Meeting 
BB = Block Begins 

S M T W R F S 
1 

BE = Block Ends       C 
C = Classes Held 2 3 4 5 6 7 8 
F = Final Exams  C C C C C BE,C 
FB = Fall Break 9 10 11 12 13 14 15 
G/E/G = Grading/Evaluation/Graduation        

G/E = Grading/Evaluation Day 16 17 18 19 20 21 22 
H = Holiday        

NC = No Classes Held 23 24 25 26 27 28 29 
R = Reading Day  AM BB,C C C C C 
SB = Spring Break 30 31      

WF = Weekend Final Exams  C      

 
 

September 2020 October 2020 November 2020 December 2020 
S M T W R F S S M T W R F S S M T W R F S S M T W R F S 

  1 2 3 4 5     1 2 3 1 2 3 4 5 6 7   1 2 3 4 5 
  C C C C C     C C C  C C C C C C   C C C C C 

6 7 8 9 10 11 12 4 5 6 7 8 9 10 8 9 10 11 12 13 14 6 7 8 9 10 11 12 
 H C C C C C  C C C C C C  C C C C C C  C C C C R WF 
13 14 15 16 17 18 19 11 12 13 14 15 16 17 15 16 17 18 19 20 21 13 14 15 16 17 18 19 

 C C BB,C C C C  C C BE,C FB FB NC  C C C C C C  F F F F G/E  

20 21 22 23 24 25 26 18 19 20 21 22 23 24 22 23 24 25 26 27 28 20 21 22 23 24 25 26 
 C C C C C C  BB,C C C C C C  C C NC H H NC      H  

27 28 29 30    25 26 27 28 29 30 31 29 30      27 28 29 30 31   
 C C C     C C C C C C  C             

 
 
 
 

January 2021 February 2021 March 2021 April 2021 
S M T W R F S S M T W R F S S M T W R F S S M T W R F S 

     1 2  1 2 3 4 5 6  1 2 3 4 5 6     1 2 3 
     H   BB,C C C C C C  C C C C C BE,C     C C C 

3 4 5 6 7 8 9 7 8 9 10 11 12 13 7 8 9 10 11 12 13 4 5 6 7 8 9 10 
     AM   C C C C C C  SB SB SB SB SB  NC  C C C C C C 
10 11 12 13 14 15 16 14 15 16 17 18 19 20 14 15 16 17 18 19 20 11 12 13 14 15 16 17 

 BB,C C C C C C  H C C C C C  BB,C C C C C C  C C C C C C 
17 18 19 20 21 22 23 21 22 23 24 25 26 27 21 22 23 24 25 26 27 18 19 20 21 22 23 24 

 H C C C C C  C C C C C C  C C C C C C  C C C C C C 
24 25 26 27 28 29 30 28       28 29 30 31    25 26 27 28 29 30  

 
31 

C C C C C C         C C C     C C C C R  

 
 
 

May 2021 June 2021 July 2021 August 2021 
S M T W R F S S M T W R F S S M T W R F S S M T W R F S 

      1   1 2 3 4 5     1 2 3 1 2 3 4 5 6 7 
      WF   C C C C C     C C C  C C C F F F 

2 3 4 5 6 7 8 6 7 8 9 10 11 12 4 5 6 7 8 9 10 8 9 10 11 12 13 14 
 F F F F G/E/G   C C C C C BE,C H H C C C C C        

9 10 11 12 13 14 15 13 14 15 16 17 18 19 11 12 13 14 15 16 17 15 16 17 18 19 20 21 
        BB,C C C C C C  C C C C C C        

16 17 18 19 20 21 22 20 21 22 23 24 25 26 18 19 20 21 22 23 24 22 23 24 25 26 27 28 
 BB,C C C C C C  C C C C C C  C C C C H H  AM BB,C C C C C 
23 24 25 26 27 28 29 27 28 29 30    25 26 27 28 29 30 31 29 30 31     

 C C C C C C  C C C     C C C C C C  C C     

30 31                           
 H                           

 
 
 

23 



24  

January 2022 February 2022 March 2022 April 2022 
S M T W R F 

     

S 
1 
H 

 

 

16 
 
 
23 

10 
BB,C 

17 
H 
24 
C 
31 
BB, 

11 
C 
18 
C 
25 

 

 
AM 

12 13 14     15 
C C C C 
19 20 21      22 
C C C C 
26 27 28     29 
C C C C 

30 

Faculty Class Days Calendar 2021-2022 
 

August 2021 
S M 

2 
C 
9 

T W R F S 
1 3 4 5 6 7 

 C C F F F 
8 10 11 12 13 14 

       

15 16 17 18 19 20 21 
       

22 23 24 25 26 27 28 
 AM BB,C C C C C 

29 30 31 
 

   
 C C 
       

 
 

September 2021 October 2021 November 2021 December 2021 

 
 
 

 
 

May 2022 June 2022 July 2022 August 2022 
S M T W R F S S M T W R F S S M T W R F S S M T W R F S 
1 2 3 4 5 6 7    1 2 3 4      1 2  1 2 3 4 5 6 

 F F F F G/E/G     C C C C      C C  C C C F F F 

8 9 10 11 12 13 14 5 6 7 8 9 10 11 3 4 5 6 7 8 9 7 8 9 10 11 12 13 
        C C C C C BE,C  H C C C C C        

15 16 17 18 19 20 21 12 13 14 15 16 17 18 10 11 12 13 14 15 16 14 15 16 17 18 19 20 
 BB,C C C C C C  BB,C C C C C C  C C C C C C        

22 23 24 25 26 27 28 19 20 21 22 23 24 25 17 18 19 20 21 22 23 21 22 23 24 25 26 27 
 C C C C C C  C C C C C C  C C C C C C  AM BB,C C C C C 

29 30 31     26 27 28 29 30   24 25 26 27 28 29 30 28 29 30 31    
 H C      C C C C   H H C C C C C  C C C    

              31              

AM = Administration Meeting 
BB = Block Begins 
BE = Block Ends 
C = Classes Held 
F = Final Exams 
FB = Fall Break 
G/E/G = Grading/Evaluation/Graduation 
G/E = Grading/Evaluation Day 
H = Holiday 
NC = No Classes Held 
R = Reading Day 
SB = Spring Break 
WF = Weekend Final Exams 

Legend 

S M T W R F S 
  

 

6 

 1 2 3 4 
  C C C C 

5 7 8 9 10 11 
 H C C C C C 

12 13 14 15 16 17 18 
 C C BB,C C C C 

19 20 21 22 23 24 25 
 C C C C C C 

26 27 28 29 30   
 C C C C 

       

 

S M T W R F S 
 
 

3 
 
 

10 
 
 

17 
 

24 
 

31 

 
 

4 
C 
11 
C 
18 

BB,C 
25 
C 

 
 

5 
C 
12 
C 
19 
C 
26 
C 

 
 

6 
C 
13 

BE,C 
20 
C 
27 
C 

 
 

7 
C 
14 

1 
C 
8 
C 
15 

2 
C 
9 
C 
16 

FB FB NC 

21 
C 
28 
C 

22 
C 
29 
C 

23 
C 
30 
C 

      

 

S M T W R F S 
 1 2 3 4 5 6 
 C C C C C C 

7 8 9 10 11 12 13 
 C C C C C C 

14 15 16 17 18 19 20 
 

21 
C 
22 

C 
23 

C 
24 

C 
25 

C 
26 

C 
27 

NC H H NC  C C 
28 29 

C 
30 
C 

    

       

 

S M T W R F S 
   1 2 3 4 
   C C C C 

5 6 7 8 9 10 11 
 C C C C R WF 

12 13 14 15 16 17 18 
 F F F F G/E  

19 20 21 22 23 24 25 
     H H 

26 27 28 29 30 31  
    H 
     

 

S M T W R F S 
  1 2 3 4 5 
  C C C C C 

6 7 8 9 10 11 12 
 C C C C C C 

13 14 15 16 17 18 19 
 C C C C C C 

20 21 22 23 24 25 26 
 H C C C C C 

27 28      
 C 
       

 

S M T W R F S 
  1 2 3 4 5 
  C C C C BE,C 

6 7 8 9 10 11 12 
 SB SB SB SB SB NC 

13 14 15 16 17 18 19 
 BB,C C C C C C 

20 21 22 23 24 25 26 
 C C C C C C 

27 28 29 30 31   
 C C C C 
       

 

S M T W R 
 
 

7 
C 

F 
1 
C 
8 
C 

S 
2 
C 
9 
C 

 
 

3 

 
 

4 
C 

 
 

5 
C 

 
 

6 
C 

10 11 12 13 14 15 16 
 C C C C C C 

17 18 19 20 21 22 23 
 C C C C C C 

24 25 26 27 28 29 30 
 C C C C R WF 
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Faculty Class Days Calendar 2022-2023 
 

August 2022 
S M T W R F S 

 1 2 3 4 5 6 
 C C C F F F 

7 8 9 10 11 12 13 
       

14 15 16 17 18 19 20 
       

21 22 23 24 25 26 27 
 AM BB,C C C C C 

28 29 30 31    
 C C C 
       

 
 

September 2022 October 2022 November 2022 December 2022 

 
 

January 2023 February 2023 March 2023 April 2023 

 
 

May 2023 June 2023 July 2023 August 2023 
S M T W R F S S M T W R F S S M T W R F S S M T W R F S 

 1 2 3 4 5 6     1 2 3       1   1 2 3 4 5 
 F F F F G/E/G      C C C       C   C C F F F 

7 8 9 10 11 12 13 4 5 6 7 8 9 10 2 3 4 5 6 7 8 6 7 8 9 10 11 12 
        C C C C C BE,C  C     H  C C C C        

14 15 16 17 18 19 20 11 12 13 14 15 16 17 9 10 11 12 13 14 15 13 14 15 16 17 18 19 
 BB,C C C C C C  BB,C C C C C C  C C C C C C        

21 22 23 24 25 26 27 18 19 20 21 22 23 24 16 17 18 19 20 21 22 20 21 22 23 24 25 26 
 C C C C C C  C C C C C C  C C C C C C  AM BB,C C C C C 
28 29 30 31    25 26 27 28 29 30  23 24 25 26 27 28 29 27 28 29 30 31   

 H C C     C C C C C   H C C C C C  C C C C   
              30 31             

               C             

AM = Administration Meeting 
BB = Block Begins 
BE = Block Ends 
C = Classes Held 
F = Final Exams 
FB = Fall Break 
G/E/G = Grading/Evaluation/Graduation 
G/E = Grading/Evaluation Day 
H = Holiday 
NC = No Classes Held 
R = Reading Day 
SB = Spring Break 
WF = Weekend Final Exams 

Legend 

S M T W R F S 
  

 

5 

  1 2 3 
   C C C 

4 6 7 8 9 10 
 H C C C C C 

11 12 13 14 15 16 17 
 C C BB,C C C C 

18 19 20 21 22 23 24 
 C C C C C C 

25 26 
C 

27 
C 

28 
C 

29 
C 

30 
C 

 

       

 

S M T W R F S 
      1 
      C 

2 3 4 5 6 7 8 
 C C C C C C 

9 10 11 12 13 14 15 
 C C C C C BE,C 

16 17 18 19 20 21 22 
 BB,C C C FB FB NC 

23 24 25 26 27 28 29 
 C C C C C C 

30 31      
 C 

 

S M T W R F S 
  1 2 3 4 5 
  C C C C C 

6 7 8 9 10 11 12 
 C C C C C C 

13 14 15 16 17 18 19 
 C C C C C C 

20 21 22 23 24 25 26 
 C C NC H H NC 

27 28 29 30    
 C C C 
       

 

S M T W R F S 
    1 2 

C 
9 
R 

3 
    C C 

4 5 6 7 8 10 
 C C C C WF 

11 12 13 14 15 16 17 
 F F F F G/E  

18 19 20 21 22 23 24 
       

25 26 27 28 29 30 31 
H H      

       

 

S M T 
3 

W 
4 

R 
5 

F S 
1 2 6 7 
H H    AM  

8 9 10 11 12 13 14 
 BB,C C C C C C 

15 16 17 18 19 20 21 
 H C C C C C 

22 23 24 25 26 27 28 
 C C C C C C 

29 30 31     
 BB,C C 
       

 

S M T W R F S 
   1 2 3 4 
   C C C C 

5 6 7 8 9 10 11 
 C C C C C C 

12 13 14 15 16 17 18 
 C C C C C C 

19 20 21 22 23 24 25 
 H C C C C C 

26 27 28     
 C C 
       

 

S M T W R F S 
  

 

6 

 1 2 3 4 
  C C C BE,C 

5 7 8 9 10 11 
 SB SB SB SB SB NC 

12 13 14 15 16 17 18 
 BB,C C C C C C 

19 20 21 22 23 24 25 
 C C C C C C 

26 27 28 29 30 31  
 C C C C C 
       

 

S M T W R F S 
      1 
      C 

2 3 4 5 6 7 8 
 C C C C C C 

9 10 11 12 13 14 15 
 C C C C C C 

16 17 18 19 20 21 22 
 C C C C C C 

23 24 25 26 27 28 29 
 C C C C R WF 

30       
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Faculty Class Days Calendar 2023-2024 
 

Legend August 2023    

AM = Administration Meeting S M T W R F S 
BB = Block Begins   1 2 3 4 5 
BE = Block Ends   C C F F F 
C = Classes Held 6 7 8 9 10 11 12 
F = Final Exams        

FB = Fall Break 13 14 15 16 17 18 19 
G/E/G = Grading/Evaluation/Graduation        

G/E = Grading/Evaluation Day 20 21 22 23 24 25 26 
H = Holiday  AM BB,C C C C C 
NC = No Classes Held 
R = Reading Day 

27 28 
C 

29 
C 

30 
C 

31 
C 

  

SB = Spring Break        

WF = Weekend Final Exams        

 
 

September 2023 October 2023 November 2023 December 2023 
S M T W R F S S M T W R F S S M T W R F S S M T W R F S 

     1 2 1 2 3 4 5 6 7    1 2 3 4      1 2 
     C C  C C C C C C    C C C C      C C 

3 4 5 6 7 8 9 8 9 10 11 12 13 14 5 6 7 8 9 10 11 3 4 5 6 7 8 9 
 H C C C C C  C C C C C BE,C  C C C C C C  C C C C R WF 
10 11 12 13 14 15 16 15 16 17 18 19 20 21 12 13 14 15 16 17 18 10 11 12 13 14 15 16 

 C C BB,C C C C  BB,C C C FB FB     NC  C C C C C C  F F F F G/E  

17 18 19 20 21 22 23 22 23 24 25 26 27 28 19 20 21 22 23 24 25 17 18 19 20 21 22 23 
 C C C C C C  C C C C C C  C C NC H H NC        

24 25 26 27 28 29 30 29 30 31    26 27 28 29 30   24 25 26 27 28 29 30 
 C C C C C C  C C     C C C C    

31 
H      

 
 
 

January 2024 February 2024 (Leap Year) March 2024 April 2024 
S M T W R F S S M T W R F S S M T W R F S S M T W R F S 

 1 2 3 4 5 6     1 2 3      1 2  1 2 3 4 5 6 
 H    AM      C C C      C BE,C  C C C C C C 

7 8 9 10 11 12 13 4 5 6 7 8 9 10 3 4 5 6 7 8 9 7 8 9 10 11 12 13 
 BB,C C C C C C  C C C C C C  SB SB SB SB SB NC  C C C C C C 
14 15 16 17 18 19 20 11 12 13 14 15 16 17 10 11 12 13 14 15 16 14 15 16 17 18 19 20 

 H C C C C C  C C C C C C  BB,C C C C C C  C C C C C C 

21 22 23 24 25 26 27 18 19 20 21 22 23 24 17 18 19 20 21 22 23 21 22 23 24 25 26 27 
 C C C C C C  H C C C C C  C C C C C C  C C C C R WF 

28 29 30 31    25 26 27 28 29   24 25 26 27 28 29 30 28 29 30     
 BB,C C C     C C C C    C C C C C C  F F     
              31              

 
 
 

May 2024 June 2024 July 2024 August 2024 
S M T W R F S S M T W R F S S M T W R F S S M T W R F S 

   1 2 3 4       1  1 2 3 4 5 6     1 2 3 
   F F G/E/G        C  C C C H C C     F F F 
5 6 7 8 9 10 11 2 3 4 5 6 7 8 7 8 9 10 11 12 13 4 5 6 7 8 9 10 

        C C C C C BE,C  C C C C C C        

12 13 14 15 16 17 18 9 10 11 12 13 14 15 14 15 16 17 18 19 20 11 12 13 14 15 16 17 
 BB,C C C C C C  BB,C C C C C C  C C C C C C        

19 20 21 22 23 24 25 16 17 18 19 20 21 22 21 22 23 24 25 26 27 18 19 20 21 22 23 24 
 C C C C C C  C C C C C C  C C H C C C  AM BB,C C C C C 
26 27 28 29 30 31  23 24 25 26 27 28 29 28 29 30 31    25 26 27 28 29 30 31 

 H C C C C   C C C C C C  C C C     C C C C C C 
       30                     
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September 2024 October 2024 November 2024 December 2024 

January 2025 February 2025 March 2025 April 2025 

AM = Administration Meeting 
BB = Block Begins 
BE = Block Ends 
C = Classes Held 
F = Final Exams 
FB = Fall Break 
G/E/G = Grading/Evaluation/Graduation 
G/E = Grading/Evaluation Day 
H = Holiday 
NC = No Classes Held 
R = Reading Day 
SB = Spring Break 
WF = Weekend Final Exams 

Legend 

Faculty Class Days Calendar 2024-2025 
 

August 2024 
S M T W R F S 

  
 
 

5 

 
 
 

6 

 
 
 

7 

1 2 3 
 F F F 

4 8 9 10 
       

11 12 13 14 15 16 17 
       

18 19 20 21 22 23 24 
 AM BB,C C C C C 

25 26 27 28 29 30 31 
 C C C C C C 
       

 
 
 

 
 
 

 
 

May 2025 June 2024 July 2025 August 2025 
S M T W R F S S M T W R F S S M T W R F S S M T W R F S 

    1 2 3 1 2 3 4 5 6 7   1 2 3 4 5      1 2 
    C R WF  C C C C C C   C C C H C      C C 

4 5 6 7 8 9 10 8 9 10 11 12 13 14 6 7 8 9 10 11 12 3 4 5 6 7 8 9 
 F F F F G/E/G   C C C C C BE,C  C C C C C C  C C C F F F 
11 12 13 14 15 16 17 15 16 17 18 19 20 21 13 14 15 16 17 18 19 10 11 12 13 14 15 16 

        BB,C C C C C C  C C C C C C        

18 19 20 21 22 23 24 22 23 24 25 26 27 28 20 21 22 23 24 25 26 17 18 19 20 21 22 23 
 BB,C C C C C C  C C C C C C  C C C H C C        

25 26 27 28 29 30 31 29 30      27 28 29 30 31   24 25 26 27 28 29 30 
 H C C C C C  C       C C C C    AM BB,C C C C C 
                     31       

S M T W R F S 
1 2 3 4 5 6 7 

 H C C C C C 
8 9 10 11 12 13 14 

 C C BB,C C C C 
15 16 17 18 19 20 21 

 C C C C C C 
22 23 24 25 26 27 28 

 C C C C C C 
29 30      

 C 

 

S M T W R F S 
  1 2 3 4 5 
  C C C C C 

6 7 8 9 10 11 12 
 C C C C C BE,C 

13 14 15 16 17 18 19 
 BB,C C C FB FB NC 

20 21 22 23 24 25 26 
 C C C C C C 

27 28 29 30 31   
 C C C C 

 

S M T W R F S 
     1 2 
     C C 

3 4 5 6 7 8 9 
 C C C C C C 

10 11 12 13 14 15 16 
 C C C C C C 

17 18 19 20 21 22 23 
 C C C C C C 

24 25 26 27 28 29 30 
 C C NC H H NC 
       

 

S M T W R F S 
1 2 3 4 5 6 7 

 C C C C R WF 
8 9 10 11 12 13 14 

 F F F F G/E  

15 16 17 18 19 20 21 
       

22 
 

29 

23 24 25 26 27 28 
  H    

30 31     
  

       

 

S M T W 
1 

R 
2 

F 
3 

S 
4  

 

5 
 
 

12 
 
 

19 
 
 

26 

 
 

6 

 
 

7 
H    

8 9 10 
AM 
17 
C 
24 
C 
31 
C 

11 
     

13 
BB,C 

20 

14 
C 
21 
C 

28 
C 

15 
C 
22 
C 
29 
C 

16 
C 
23 
C 
30 
C 

18 
C 
25 
C H 

27 
C 

 

       

 

S M T W R F S 
      1 
      C 

2 3 4 5 6 7 8 
 BB,C C C C C C 

9 10 11 12 13 14 15 
 C C C C C C 

16 17 18 19 20 21 22 
 H C C C C C 

23 24 25 26 27 28  
 C C C C C 
       

 

S M T W R F S 
      1 
      C 

2 3 4 5 6 7 8 
 C C C C C BE,C 

9 10 11 12 13 14 15 
 SB SB SB SB SB NC 

16 17 18 19 20 21 22 
 BB,C C C C C C 

23 24 25 26 27 28 29 
 

 

C 
 

C C C C C 
30 31      

 C 

 

S M T W R F S 
  1 2 3 4 5 
  C C C C C 

6 7 8 9 10 11 12 
 C C C C C C 

13 14 15 16 17 18 19 
 C C C C C C 

20 21 22 23 24 25 26 
 C C C C C C 

27 28 29 30    
 C C C 
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September 2025 October 2025 November 2025 December 2025 

January 2026 February 2026 March 2026 April 2026 

  
 
 

    

1 
 
  

AM 
16 
C 
23 
C 
30 

 

10  

11 

18 

12 
BB,C 

19 
H 
26 
C 

13 
C 

20 
C 
27 
C 

14 
C 

21 
C 
28 
C 

15 
C 

22 
C 
29 
C 

17 
C 
24 
C 
31 

 

 

2 3 4 5 6 
BB,C      C       C       C       C 

9       10      11      12      13 C        
C       C       C       C 16     17      
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Faculty Class Days Calendar 2028-2029 
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Appendix 4/5 
 

Faculty Appointment, Rank, Tenure, Promotion and Evaluation 
 

1. Introduction  
  

This document provides faculty, staff, and administrators at SLCC with the instructions for the appointment, 
evaluation, retention, and promotion of full-time faculty.  This document aligns with and is subject to the SLCC 
Academic Freedom, Professional Responsibility, and Tenure Policy and Procedures.  
  
The comprehensive community college’s role in the Utah System of Higher Education is to transmit knowledge and 
skills through transfer education at the associate of arts and associate of science degree level along with offering 
associate of applied science degrees, career and technical education, customized training for employers, 
developmental education, and strong student services to support these functions. (USHE R312-4.3).  
  
Faculty at Salt Lake Community College, an open-access, comprehensive community college, have a strong dedication 
to student success which they demonstrate through reflective teaching, ongoing professional activity and 
development, and active service within the department, school, college, and, when appropriate, community. The 
processes outlined here are an essential component of ensuring that SLCC can fulfill its mission.   
 
2. Faculty Appointment and Rank  

 
The Faculty Role 
The USHE faculty member is a valued community participant, a member of a learned profession, a colleague, and a 
representative of the college.  Faculty at Salt Lake Community College make a commitment to serve their students, 
their colleagues, their discipline, and the College in a manner befitting Salt Lake Community College’s mission. Faculty 
at Salt Lake Community College are selected, retained, and promoted primarily on the basis and evidence of effective 
teaching. Secondary criteria include scholarly, professional, creative achievements, and service that complement the 
teaching role (USHE R312-6.1.3).  
 
Definitions and Evaluation of Academic Ranks at SLCC:  Salt Lake Community College depends on and values a 
diversity of faculty appointments and ranks. 
 
Non-Tenure-Track Faculty Rank  

  
Lecturer:  The rank of lecturer is an appointment for full time non-tenure track faculty whose exclusive duties are 
in teaching. Lecturers teach one additional class beyond normal full-time teaching load. Lecturers engage in 
professional development to the extent required to stay credentialed or current in their scholarship and 
pedagogy and to remain qualified to teach. They attend department meetings to the extent required to stay 
informed on issues and plans related to their teaching. Lecturers are evaluated each year through the Full-Time 
Faculty Evaluation Process and Instructions (Section 7). They are evaluated only in the area of teaching.  Lecturers 
shall receive Form III-Non-Tenure Track Faculty Evaluation Summary.  
Instructor:  The rank of instructor is a soft-funded appointment for full time non-tenure track faculty. They 
exhibit evidence of effective teaching, engage in professional activities that permit them to increase their 
disciplinary competence and strengths, and they engage in service to the College. Instructors are evaluated each 
year through the Full-Time Faculty Evaluation Process and Instructions (Section 7) and shall receive a Form III-
Non-Tenure Track Faculty Evaluation Summary.  
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Tenure-Track Faculty Ranks  
 

Assistant Professor:  Assistant Professors are tenure-track faculty. Tenure-track faculty are hired at the rank of 
Assistant Professor. They exhibit evidence of effective teaching, engage in professional activities that permit 
them to increase their disciplinary competence and strengths, and they engage in service to the College and 
community. Years served as an assistant professor prepare faculty to apply for tenure. Assistant Professors are 
evaluated each year during the Pre-Tenure Probationary Period through the Full-Time Faculty Evaluation Process 
and receive a formal Letter of Evaluation each year.   
 
Associate Professor:  Associate Professors are tenured faculty. Faculty are promoted to the rank of associate 
professor upon the award of tenure. Associate professors demonstrate consistent commitment to continued 
development in teaching, professional activity, and service. Associate professors develop, review, and revise 
programs and course curricula. They undertake department, school, college-wide, and community-wide 
responsibilities (when appropriate), including leadership and mentoring roles that contribute to the attainment 
of their department’s mission and goals, as well as those of the College. Associate Professors are reviewed 
according to the Full-Time Faculty Evaluation Process and Instructions.  
 
The academic supervisor and tenured faculty of a department may request that the president recommend to the 
Board of Trustees granting of full tenure upon hiring. (e.g., a new faculty member with tenure and rank from 
another institution). If approved by the Board of Trustees, the faculty will be hired at the rank of Associate 
Professor or Full Professor.  
  
Full Professor:  Full Professor is the highest rank for faculty. Application for full professor is optional. In addition 
to exceeding the standards of professional performance of a tenured professor in teaching, full professors are 
expected to demonstrate a pattern of professional engagement in and beyond their home departments. Full 
professors are reviewed according to the Full-Time Faculty Evaluation Process. Full professors demonstrate a 
pattern of the following qualities:   

• Leadership: Full professors are leaders. They voluntarily seek out opportunities to make positive 
differences not just for themselves, but for others.   

• Deep Engagement: Full professors are deeply engaged with issues in teaching, their profession, and the 
institution.  Full professors are notable for their contributions.  

• Commitment to the College’s Vision, Mission, and Values: All faculty must adhere to SLCC’s Vision, 
Mission, and Values. Full professors demonstrate leadership and deep engagement with them.  

  
3. The Value and Meaning of Tenure  
  
Salt Lake Community College values tenure.  Granting tenure is regarded as the college’s most critical personnel 
decision.  Tenure is designed to protect the academic freedom of faculty. Upon the award of tenure by the 
institution, faculty members may be terminated only for cause (USHE R481-3.5), bona fide program or unit 
discontinuance as defined in USHE R481-3.91 or bona fide financial exigency as defined in USHE R482, and as 
specified in institutional policies and rules.  
  
Tenure is the status achieved following the appropriate review period and prescribed evaluation that shows that the 
faculty member meets professional standards and is competent as a teacher, competent in the discipline, and 
competent as a colleague.  
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Tenure ceases upon retirement, resignation, or termination. However, a tenured faculty member who resigns or is 
dismissed for other than violation of standards as set forth in the Academic Freedom, Professional Responsibility, and 
Tenure Policy and Procedures may be rehired with full tenure.    
 
Tenure is viewed comprehensively: It covers a broad range of freedoms and concurrent responsibilities, not simply 
the freedom to teach controversial subjects but also the responsibility to evaluate one’s students and advocate for 
one’s program, the responsibility to participate actively in College governance, and the freedom to speak openly to 
such concerns. These freedoms and responsibilities form the foundation to any viable model of shared governance. 
To that end tenure:  

• Secures academic freedom (freedom not just to teach and discuss controversial issues but also to evaluate 
your students and advocate for your program)  

• Secures the integrity of instruction at the College  
• Is a sign of the institution’s commitment to faculty  
• Is an incentive for faculty to serve the institution  
• Creates the conditions of successful shared governance  

  
4. Philosophy and Intent of Faculty Evaluation 
 
This faculty evaluation process provides feedback from department peers, department administrators, and students 
to improve faculty performance and enhance student learning.   

  
Faculty evaluation shall recognize and respect the interdependence of the three areas of faculty job requirements: 
Teaching, Professional Activity & Development, and Service. For example, ongoing scholarship informs teaching 
practice, and community engagement may offer insights and shape the direction of teaching.   
  
Collegiality 
Collegiality shall be considered across the three areas of faculty responsibility with relevant standards in teaching, 
professional activity, and service.  Collegiality is grounded in and contributes to the maintenance of SLCC 
Values.  Collegiality is the willingness to cooperate and perform as responsible members of the faculty body. 
Collegiality means sharing the common workload of the overarching goals of the department, school, and college. 
Collegiality requires respect for the ideas of others.  
 
Collegiality does not mean agreement. In fact, the standard of collegiality shall not infringe upon, and instead should 
promote, productive discussion, debate, and disagreement within the department, school, or college. This standard 
shall be interpreted in a manner inclusive of differences in social and cultural communication norms. It shall not 
impinge on academic freedom.    
 
5. Faculty Evaluation Procedure 
 
Faculty shall be reviewed each year according to the procedures outlined in this document. (USHE BOR Policy R481-
3.14).  
  
Pre-Tenure Probationary Period: The Pre-Tenure Probationary period is six years of full-time faculty service starting 
with a tenure-track appointment to the rank of assistant professor. Assistant professors are mentored through the 
tenure track by their academic administrator and members of their evaluation sitting committee(s).     
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A maximum of three years of previous satisfactory academic service may be credited to the pre-tenure probationary 
period at the discretion of the President (or designee) upon written request and recommendation by the evaluation 
sitting committee with approval from the tenured members of the department faculty.   
 
Assistant professors are evaluated each year by their evaluation sitting committees through the Tenure-Track 
Evaluation.  This evaluation process will culminate in a Letter of Evaluation from the dean. The Letter of Evaluation 
will be either a Letter of Progress or a Letter of Concern.    
 

• A Letter of Progress indicates that the faculty member is in good standing and on track to achieve tenure.  
• A Letter of Concern indicates that the faculty member is not making progress towards tenure and must 

engage in institutional remediation requirements.   
  

Assistant Professors proceed through the Pre-Tenure Probationary Period unless they receive a second Letter of 
Concern, which serves as notice of termination for Faculty Cause effective at the end of that contract year.  Faculty 
receiving a second letter of concern may respond to the notice and request a formal hearing according to the 
procedures in the Academic Freedom, Professional Responsibility, and Tenure policy and procedures.   

  
In the final year of the pre-tenure probationary period, the faculty member shall apply for tenure.  

• If a faculty member receives a first Letter of Concern during the final probationary year, the pre-tenure 
probationary period will be extended one year.  This will be communicated to the faculty member in the 
Letter of Concern.  

• The pre-tenure probationary period may be extended, interrupted, or reduced at the discretion of the 
Provost for Academic Affairs in collaboration with the department faculty and academic supervisor.  
  

Application for Tenure:  Evaluation of an application for tenure is a co-occurring, yet separate, process from the 
tenure-track evaluation. The application for, evaluation of, and decision regarding the granting of tenure shall 
address the entire pre-tenure probationary period.  
 
The Tenure Decision:   The decision to grant tenure is made by the President.  Granting of tenure shows that the 
faculty member meets professional standards and is competent as a teacher, competent in the discipline, and 
competent as a colleague.  The granting of tenure automatically includes rank advancement to Associate Professor 
and a 5% salary increase effective the beginning of the next academic year, July 1.  In exceptional cases the Board of 
Trustees may grant full tenure upon recommendation of the department faculty and the President (or designee). 
Denial of tenure by the president serves as notice of termination for Faculty Cause effective at the end of that 
contract year.  Faculty denied tenure may request a formal hearing as provided for in the Academic Freedom, 
Professional Responsibility, and Tenure policy.  
  
Post -Tenure Review: Tenured faculty are evaluated every year (USHE R481-3.14). Tenured faculty are evaluated 
formally every third year and informally in the other years. Formal evaluations follow the same process as tenure-
track evaluations. Informal evaluations are conducted between the faculty member and the academic supervisor.       
  
If, as a result of the post-tenure review process, the faculty member is found to not be meeting the minimum 
standards required of a tenured member their discipline, they are responsible for remediating the deficiencies, and 
the institution is expected to assist through developmental opportunities (USHE R481-3.16). The faculty member and 
academic supervisor, in consultation with the evaluation sitting committee, will create a remediation plan for the 
next evaluation cycle or an agreed upon timeline. The faculty member will meet as directed with their committee to 
review progress until standards are met. Failure to remediate may result in disciplinary measures and possible 
termination (USHE R481-3.16).  
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• Faculty may appeal the findings of a post-tenure review to the dean.  
• Faculty may request an additional review outside of the post-tenure review cycle.   

  
Application for Rank Advancement to Full Professor: A tenured faculty member may be eligible to apply for rank 
advancement to full professor during their sixth year in good standing as a tenured faculty member.  Evaluation of an 
application for rank advancement to full professor may be a co-occurring, yet separate, process with a formal post-
tenure review or it may take place during an informal post-tenure review year. The application for, evaluation of, and 
decision regarding an application for rank advancement to full professor shall address the post-tenure period.   
  
The Rank Advancement to Full Professor Decision: The rank advancement decision is made by the dean. A denial of 
rank advancement to full professor shall be accompanied by specific reasoning for the decision and clear steps the 
faculty member may take to meet rank advancement criteria. An appeal to the Dean’s decision must be made in 
writing within 10 business days of being notified and be addressed to the Provost. The appeal must demonstrate that 
the formal Post-Tenure Review findings were incorrect based on the materials and evidence submitted by the faculty 
member. The faculty member may not submit new evidence but may provide additional rationale. The Provost shall 
respond to the appeal within 10 business days.  Faculty are not limited in the number of times they may apply for 
Rank Advancement.   

  

6. The Professional Portfolio  
  

All full-time faculty will create and maintain a digital professional portfolio throughout their career at SLCC using the 
official SLCC platform.  

  
The professional portfolio is the primary repository for all documents and artifacts relevant to the faculty evaluation 
process. Faculty may link to their sources as appropriate to showcase their evidence.  Faculty evaluation shall be 
supplemented by the faculty member’s division/department faculty file and evaluators’ professional knowledge of 
the faculty member.    
  
Faculty are encouraged to directly state in their professional portfolios whether their performance has met or 
exceeded standard professional performance.   
  

All professional portfolios shall include:   
• A Welcome Page that states the specific purpose of the portfolio at the time of its submission to evaluators.   
• A Professional Statement which describes the faculty member’s teaching philosophy and primary learning 

objectives and teaching methodologies. The professional statement should be reviewed and updated 
regularly by the faculty member.  

• Institutional Documents:  Forms I: Faculty Goal Setting, III: Faculty Evaluation Summary (and 
Recommendation), and V: Informal Post-Tenure Review, Letters of Evaluation, Letters of Tenure or Rank 
Advancement.  
  

The professional portfolio serves three faculty evaluation purposes: 1) tenure-track evaluation and formal post-
tenure review and 2) application for tenure or rank advancement to full professor, and 3) informal post-tenure 
review.  Therefore, the professional portfolio consists of three different types of content requirements (see 
explanatory chart below).     
  
Tenure-Track Evaluation and Formal Post-Tenure Review portfolio sections shall cover the time period since the 
submission of the previous portfolio and shall include:  

•  A Self-Assessment, including documentation and evidence, of the Form I goals for the evaluation period.   
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• Teaching Evaluation: 1) Syllabi from all courses taught during the evaluation period; 2) Teaching observations 
from peer evaluators and academic administrator: 3) Student evaluations (Faculty shall direct students to 
complete online student evaluations); 4) Responses to questions about teaching.   

• Professional Activity & Development Evaluation: 1) A list of all professional activity and professional 
development completed during the review period; 2) Responses to questions about professional activity and 
development. 

• Service Evaluation: A list of all service activities completed during the evaluation period   
• A Statement of Goals in teaching, professional activity and development, and service for the next evaluation 

period and a  
• Statement of Resources and Support necessary to meet these goals.   

  

Application for Tenure and Application for Rank Advancement to Full Professor portfolio sections shall include:  
• An Application Statement that demonstrates the faculty member has met the criteria for awarding tenure or 

rank advancement to full professor, that addresses teaching, professional activity & development, and 
service, and references evidence in tenure-track, formal post-tenure review, and informal post-tenure review 
sections, as applicable.    

• For application for tenure, the statement shall articulate how the faculty member fully meets professional 
standards and is competent as a teacher, competent in the discipline, and competent as a colleague (SLCC 
Policy C4S01.01.II.HH).  

• For rank advancement to full professor, the statement shall show how the faculty member has demonstrated 
a pattern of exceeding professional performance and leadership, persistent investment, and commitment to 
SLCC’s Mission, Values, and Strategic Plan.  

 

Informal Post-Tenure Review portfolio sections shall include a self-assessment of Form I goals.   
 

Faculty Professional Portfolio Contents  
 
 
 
 
 
 
Main Portfolio 

Welcome Page   
• Purpose Statement  

Professional Statement   
• Teaching Philosophy  
• Learning Objectives  
• Teaching Methodologies  

Institutional Documents 
• Form Is: Goal Setting  
• Form III-TTs: Tenure-Track Evaluation Summary and Recommendation  
• Form III-PTs: Formal Post-Tenure Review Summary   
• Form Vs: Informal Post-Tenure Review   
• Letters of Evaluation (Letters of Progress/Letters of Concern)  
• Letter of Tenure  
• Letter of Rank Advancement  

Sub-Section Types  
Arranged by Year 
in Portfolio  

Type 1 –  
Formal Review: Annual Tenure 
Track Evaluation/ Formal Post-
Tenure Review  

Type 2 – 
Applications:  Tenure/Application 
for Rank Advancement to Full 
Professor  

Type 3 –  
Informal 
Review:   
Post-Tenure 
Review   

Form 1 Goals 
Assessment or  
Full Professor 
Statement  

Self-assessment of goals for the 
evaluation period, including 
documentation  

Full Professor only  
Statement of leadership, persistent 
investment, and commitment to 
SLCC Vision, Mission, and Values.  

Self-assessment 
of goals for the 
evaluation 
period  
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Teaching  • Syllabi from all courses 
taught during the evaluation 
period  

• Teaching observations  
• Student Evaluations  
• Reflective responses to:  
o How is your teaching 

informed by and 
contributing to SLCC 
Values, Mission, and 
Strategic Plans?   

o How does your teaching 
reflect student-centered 
pedagogies and 
practices?   

o How have you developed 
as a teacher during the 
evaluation period?   

Tenure  
Statement arguing for one’s 
competency as a teacher and that 
one meets the standards of 
performance to warrant the 
granting of tenure.    
 

 

Full Professor  
Statement arguing that one has 
exceeded standard professional 
performance in teaching and that 
rank advancement should be 
granted.  
 
 

Professional 
Activity & 
Development  

• List of all professional 
activity/development for the 
evaluation period.  

• Reflective response to:  
o How has your professional 

activity and development 
contributed to your 
performance in teaching 
and/or SLCC’s Values, 
Mission, and Strategic 
Plans?    
 

Tenure  
Statement arguing for one’s 
competency in the discipline and 
meeting the standards of 
performance to warrant the 
granting of tenure.    
 

 

Full Professor  
Statement arguing that one has 
met or exceeded standard 
professional performance in 
professional activity & 
development and that rank 
advancement should be granted. 
 

Service   List of service activities 
for the evaluation period  

Tenure  
Statement arguing for one’s 
competency as a colleague 
and meeting the standards 
of performance to warrant 
the granting of tenure.    
 

 

Full Professor  
Statement arguing that one 
has met or exceeded 
standard professional 
performance in service and 
that rank advancement 
should be granted.   
 

Goal Setting  A statement of priorities for the 
next evaluation period (to 
inform Form I) including 
resources and support 
necessary to achieve them.  

N/A  
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7. Full-Time Faculty Evaluation Process and Instructions   

  
All deadlines for the Full-Time Faculty Evaluation Process can be found in the Steps and Deadlines Chart at the end of 
Section 7.  Tenure-track evaluations, and evaluations of tenure and rank advancement applications must take place 
during the spring semester.  They must be completed by March 31.  Academic supervisors have the discretion to hold 
other post-tenure reviews and informal reviews of tenure faculty during the fall semester.     
  
Setting Goals: Each year, the faculty member shall, in discussion with the academic supervisor, establish goals in the 
areas of Teaching, Professional Activity and Development, and Service.  (“Form I: Faculty Goal Setting”) The goal 
setting process is forward-looking and directional, not exhaustive or rigid.   

• The academic supervisor shall convene the goal setting meeting for non-tenure-track full-time faculty, 
tenure-track faculty, and tenured faculty undergoing post-tenure review.  Tenured faculty in an informal 
evaluation period shall be responsible for requesting the goal setting meeting with the academic supervisor.   

• These goals shall be recorded on Form I and filed in the faculty member’s division/department faculty 
file.  The faculty member also shall upload this form to their professional portfolio to the Institutional 
Documents section.   

• Form I goals should be appropriate for the faculty member’s career stage and trajectory, the needs of the 
department, and the Mission, Vision, Values, and Strategic Plans of the college.   

• Form I goals should be achievable within an academic year working in a full-time faculty position. If the 
faculty member is on a institutionally-approved reduced load or leave, the goals shall reflect this.  

• On Form I, the faculty member will decide whether to indicate percentages for their Teaching, Professional 
Activity and Development, and Service. If percentages are used, they must total 100%. If percentages are not 
used, the goals should represent a balance of effort that reflects the minimum percentages in each area.   

• Goal-setting shall be finished by the appropriate deadlines.   
• Appropriate, goals may be modified during the evaluation period as circumstances change. Significant 

changes should be addressed in the professional portfolio.   
  

Non-Tenure-Track/Tenure-Track Evaluation and Formal Post-Tenure Review  
  
Selection of Evaluation Sitting Committee:  By the appropriate deadline, during the Form 1 goals meeting, the faculty 
member and the academic supervisor select two sitting committee members from the Standing Committee. 

• Evaluation standing committees are comprised of all tenured faculty within a department/ division. Peer 
evaluation is a Standard Professional Performance expectation of all tenured faculty members.   

• The faculty member shall respond to the academic supervisor with their request. Tenure-track faculty are 
encouraged to maintain consistency in their peer evaluators but may also select new members during the 
course of their pre-probationary period.   

 
Formation of Evaluation Sitting Committee:  The academic supervisor coordinates evaluation sitting committee 
requests in order to ensure that evaluation sitting committee participation is equitably distributed among tenured 
faculty.    

• If there are not enough tenured faculty members within a department/division to form evaluation sitting 
committees for all faculty needing evaluation, a faculty member may request tenured faculty members from 
a different department/division or school to serve on the evaluation sitting committee, subject to the faculty 
member’s dean approval.  

• Faculty applying for rank advancement to full professor must be reviewed by full professors.  Full professors 
shall prioritize serving on rank advancement evaluation sitting committees before other sitting 
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committees.  The rank advancement committee shall be selected from a school’s Standing Committee of Full 
Professors.  This committee shall consist of all full professors in that school.  If disciplinary appropriate, the 
faculty member may request full professors from a different school, subject to the faculty member’s dean’s 
approval.   

• The academic supervisor shall confirm sitting committee assignments to faculty under review and their peer 
evaluators.  

• The academic supervisor serves as the chair of the evaluation sitting committee but may designate a peer 
evaluator to be chair in consensus with the peer evaluators.  A peer evaluator serving as chair will have 
access to the administrative assistant resources of the department/ division.  

o The evaluation sitting committee chair ensures that all steps of the evaluation process take place and 
that all deadlines are met.   

o The evaluation process is open to the faculty member being reviewed.  All discussion, forms, and 
decisions may be openly discussed with the faculty member at any time.   

 
Teaching Observations:  Peer evaluators must observe a minimum of one class period or its equivalent during the 
evaluation process. Academic supervisors may conduct teaching observations at their discretion.    

• Peer evaluators shall initiate contact with the faculty member to coordinate teaching observations and 
request access to syllabi, course materials, Canvas sites, and other artifacts necessary to conduct a 
meaningful observation.  Faculty being reviewed shall respond to these requests in a timely manner.   

• When a faculty member teaches in multiple modalities, committee members will coordinate so that multiple 
modalities are observed. Committees are encouraged to use technology to facilitate observation.   

• Teaching observations should not be disruptive to student learning. When observing online courses, the 
observers should be granted appropriate access to the Canvas course. Observers should retain this access 
only as long as is necessary to observe (up to two weeks).   

• Evaluation sitting committee members are encouraged to discuss the teaching observation with the faculty 
member being reviewed before completing the teaching observation report.    

• After the teaching observation, the evaluation sitting committee member will use a teaching observation 
form and/or write a report of the observation, noting commendations and recommendations relevant to the 
Standards of Professional Performance in Teaching.    

• The evaluation sitting committee member will provide a digital copy of the teaching observation form and/or 
report to the faculty member no later than seven business days after the observation.  The faculty member 
shall upload the report to their professional portfolio under Teaching Observations.   

• Teaching observations should take place by the appropriate deadline.   
  

Submission of the Professional Portfolio:  The faculty member must submit their Professional Portfolio to the 
evaluation sitting committee by the appropriate deadline.  Evaluation sitting committee chairs may ask for earlier 
submission but may not require it.  
  
Completion of “Form II: Faculty Evaluation”:  Prior to the Faculty Performance Evaluation Meeting, each evaluation 
sitting committee member will complete the Faculty Evaluation Form by reviewing the contents of the faculty 
member’s professional portfolio and division/department faculty file, and their professional knowledge of the faculty 
member’s performance. This evaluation shall be conducted according to the Faculty Evaluation Guidelines in Section 
8 of this document.  
 

Evaluators will rate faculty in each area of responsibility: teaching, professional activity & development, and service 
as “Standard Professional Performance,” “Below Standard Professional Performance,” or “Exceeds Standard 
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Professional Performance” using the Faculty Evaluation Guidelines in Section 8 of this document.   
  
Faculty Performance Evaluation Meeting:  The deadline for Faculty Performance Evaluation Meetings shall be 
determined by the academic supervisor and the dean.  The deadline shall make it possible to complete the tenure-
track and rank advancement evaluation processes by March 31. Those involved in formal evaluation processes 
(faculty being evaluated and evaluation sitting committee members) shall be notified of their Faculty Performance 
Evaluation meeting dates no later than the appropriate deadline. The meeting shall follow these steps:    

• First, in the spirit of the evaluation process, the evaluation sitting committee meets with the faculty member 
to address any questions that evaluation sitting committee members may have regarding performance. 
Evaluation sitting committee members may update Form II based on the discussion  

• After the faculty member leaves, the evaluation sitting committee members discuss their responses to Form 
II. Sitting committee members are free to share the content of this discussion with the faculty member being 
reviewed. This discussion shall not include personnel matters that are confidential to the academic 
administrator.    

• Evaluation sitting committee members vote to determine ratings of Meets, Below, or Exceeds Standard 
Professional Performance for Teaching, Professional Activity & Development, and Service.  Each member of 
the evaluation sitting committee has an equal vote. The rating will be determined by majority vote.   

• The chair shall record the rating and the vote tally on Form III and shall write the rationale and 
recommendations. If the chair is the academic supervisor, they may designate a peer evaluator to write the 
rationale and recommendations.   
o Tenure-track evaluations shall use “Form III-TT: Tenure-Track Evaluation Summary and 

Recommendation”.  
o Post-Tenure Reviews shall use “Form III-PT: Post-Tenure Review Summary”.  
o Non-Tenure Track Evaluations shall use “Form III-Non-Tenure-Track Evaluation Summary.”  

• If it is relevant to the faculty evaluation process, supervisory or personnel information regarding the faculty 
member shall be disclosed to the dean only by the academic supervisor using “Form IV: Academic 
Administrator Supervisory Evaluation”.  This information, and form, shall be placed in their personnel file, not 
their division/department faculty file. This information shall not be shared with peer evaluators. The faculty 
member under review will be notified immediately and may respond in writing to the dean within 10 days.   
  

The next steps in the faculty evaluation process depend on the type of faculty evaluation.    
 

During formal faculty evaluation processes, the dean, provost, and president are not required to agree with the 
previous recommendation but are bound to thoroughly review all recommendations and documents submitted to 
them by the Sitting Committee, academic supervisor, and Human Resources. 
 
Non-Tenure Track Evaluation: The evaluation sitting committee chair or designee will complete and transmit “Form 
III-Non-Tenure-Track Evaluation Summary” to the dean, the faculty member, and the faculty member’s department 
file.  
 
Instructions for Tenure-Track Evaluation:  The evaluation sitting committee will vote on the recommendation for a 
Letter of Evaluation (a Letter of Progress or a Letter of Concern). Each member of the evaluation sitting committee 
has an equal vote. The recommendation will be determined by majority vote. The chair will complete “Form III-TT: 
Tenure-Track Evaluation Summary and Recommendation” with the decision and vote tally and will draft any 
necessary comments.  

• A Letter of Progress recommendation is warranted if the majority vote of the evaluation sitting committee 
finds that the faculty member has met or exceeded Standard Professional Performance in teaching and at 
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least one other area. A Letter of Progress shall include recommendations for continued improvement in 
performance in all areas.  

• A Letter of Concern recommendation is warranted when the majority vote of the evaluation sitting 
committee finds that the faculty member has not met Standard Professional Performance in teaching or in 
more than one area of evaluation, if recommendations from previous Letter(s) of Progress or remediations 
from a previous Letter of Concern have not been met, or if the faculty member has violated Standards of 
Professional Responsibility.  

• A Letter of Concern should clearly articulate the deficits in a faculty member’s performance and provide 
specific and attainable steps towards remediation.   
  

The chair of the evaluation sitting committee shall transmit the “Form III-TT: Tenure-Track Evaluation Summary and 
Recommendation” and the “Form II: Faculty Evaluation” forms to the dean and notify the faculty member of the 
committee’s recommendation. The faculty member may submit to the dean a written response regarding the 
recommendation within 10 business days.   
 
If the dean does not agree with the evaluation sitting committee’s recommendation, the dean will consult with the 
entire evaluation sitting committee before making a decision on the Letter of Evaluation.   

• By March 31, the dean will send to the faculty member a Letter of Progress with recommendations for 
continued improvement or a Letter of Concern with detailed requirements for remediation.    

• The evaluation sitting committee chair will ensure that the Letter of Evaluation and Form III-TT and Form IIs 
are placed in the faculty division/department faculty file.   
  

Instructions for Application of Tenure:  
 
Along with the professional portfolio requirements, the faculty member shall submit to the chair of the evaluation 
sitting committee the Application for Tenure form that includes a link to the digital professional portfolio.    
 
A request to credit years of previous satisfactory academic service shall be submitted at least one year prior to 
application for tenure using the “Request to Credit Previous Satisfactory Academic Service in Full-Time Faculty 
Appointment to Pre-Tenure Probationary Period” form.    
 
If approval of crediting previous years of satisfactory academic service towards tenure is not recommended by the 
evaluation sitting committee, dean, or provost, the faculty member shall be notified within 10 business days.  The 
faculty member may include a written response to any recommendations with their application. 
  
Instructions for Evaluation of the Application for Tenure:  
The evaluation sitting committee will read the application for tenure statement prior to the Faculty Performance 
Evaluation meeting.  

•  If the evaluation sitting committee has recommended a final Letter of Progress, they will discuss and vote 
upon the Application for Tenure. The evaluation sitting committee will use the definition of tenure found in 
the Academic Freedom, Professional Responsibility and Tenure Policy and Procedures. Each member of the 
evaluation sitting committee has an equal vote. The application for tenure recommendation will be made 
based on majority vote.  

• The evaluation sitting committee chair will record the recommendation and vote tally on the application for 
tenure form and all evaluation sitting committee members will sign it.  

• The academic supervisor shall forward the application for tenure, the Form III-TT and Form IIs, and Form IV (if 
relevant), to the dean and the faculty member.  
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• The dean shall review the materials, the professional portfolio, and any pertinent information from Human 
Resources before indicating their recommendation for approval or denial of tenure on the application 
form.  By March 31, the dean shall transmit the application for tenure and attach a detailed letter 
recommending approval or denial of tenure to the provost.   

• The provost shall review the application for tenure and professional portfolio and make a recommendation to 
the president.   

• The probationary period may be extended, interrupted, or reduced at the discretion of the Provost for 
Academic Affairs in collaboration with the department faculty and academic administrator.  

• If approval of tenure is not recommended by the evaluation sitting committee, dean, or provost, the faculty 
member shall be notified within one business day of the first level of non-recommendation. The faculty 
member may submit a written response to their tenure application materials within 10 business days.   
  

Instructions for Formal Post-Tenure Review:  
The evaluation sitting committee chair will complete “Form III-PT: Post-Tenure Review Summary” and shall transmit 
the completed form to the faculty member and ensure that it is placed in the faculty member’s division/department 
faculty file.    

• Formal post-tenure review that does not co-occur with application for rank advancement shall be completed 
by the appropriate deadline to be determined by the dean and posted to the school and Discussion Team. 
Formal post-tenure review that co-occurs with application for rank advancement to full professor shall be 
completed by March 31.  

• Faculty may appeal the findings of a formal post-tenure review. The appeal must be made in writing within 
10 business days of being notified and be addressed to the dean. The appeal must demonstrate that the 
Formal Post-Tenure Review findings were incorrect based on the materials and evidence submitted by the 
faculty member. The faculty member may not submit new evidence but may provide evidence to respond to 
specific concerns raised in the decision. The dean shall respond to the appeal within 10 business days.   
  

Instructions for Application for Rank Advancement to Full Professor:  
Associate Professors are eligible to apply for rank advancement if in their 6th year as a tenured faculty member and 
their most recent formal Post-Tenure Review rates them as Exceeding Standard Professional Performance in Teaching 
and at least one of the two other evaluation areas. They must meet at least Standard Professional Performance in the 
other area.  

• Along with the professional portfolio requirements, the faculty member shall submit to the chair of the 
evaluation sitting committee the Application for Rank Advancement to Full Professor form that includes a link 
to the digital professional portfolio.  

• Faculty are not automatically advanced to the rank of Full Professor after 6 years of post-tenure work. Faculty 
who intend to apply for advancement to Full Professor should meet with their academic supervisor to signal 
this intent in at least the academic year prior to application. Since the criteria for Full Professor is rigorous 
and takes multiple years to achieve, faculty should plan as early as possible for this by working closely with 
members of the Standing Committee of Full Professors and their Sitting Committee. Faculty may want to start 
this conversation as early as their first post-tenure year.  
  

Instructions for Evaluation of Application for Rank Advancement to Full Professor:  
The evaluation sitting committee will read the application for rank advancement prior to the Faculty Performance 
Evaluation meeting.   
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If the faculty member meets the eligibility requirements for application, the evaluation sitting committee will discuss 
and vote upon recommendation for approval. The evaluation sitting committee will use the description of “Full 
Professor” in section 2.4.3 of this document. Each member of the evaluation sitting committee has an equal vote. The 
application for rank advancement recommendation will be made based on majority vote.   

• The evaluation sitting committee chair will record the recommendation and vote tally on the application form 
and sign it. The chair shall draft a detailed letter to the dean with the rationale for approval or denial of rank 
advancement to be signed by the full committee.  

• The academic supervisor shall forward the application for rank advancement, the letter of rationale, and 
Form IV (if relevant), separately to the dean and the faculty member.  

• If approval of rank advancement is not recommended by the evaluation sitting committee or the academic 
supervisor, the faculty member shall be notified within one business day. The faculty member may submit a 
written response to the dean within 10 business days of receiving the notification.    

• The dean will notify the faculty member of the decision no later than March 31.  If rank advancement is not 
approved, the denial shall be accompanied by specific reasoning for the decision and clear steps the faculty 
member may take to meet rank advancement criteria.  

  
Completing the Formal Evaluation Cycle:  
By the end of the appropriate semester, the academic supervisor will meet with each faculty member who has 
completed a formal faculty evaluation process to review Form III and to set Form I goals. The academic supervisor or 
the faculty member under review may request that the evaluation sitting committee members attend this meeting.   
  
This step in the formal evaluation cycle may take place during the Faculty Performance Evaluation meeting.   
  
Informal Evaluation of Tenured Faculty:  
Each year tenured faculty will set Form I goals with their academic supervisor. These goals should be made with 
consideration of whether the faculty member wishes to pursue advancement to full professor in the future.   
  
By the end of the evaluation period the faculty member shall upload the required contents of their professional 
portfolio and meet with their academic supervisor to review Form I goals.  
  
The academic supervisor will complete Form V: Informal Post-Tenure Review, notify the faculty member of its 
completion, and file it in the faculty member’s division/department faculty file. The faculty member may respond in 
writing to the informal review and file it in their division/department faculty file.  
 
 

Steps and Deadlines for Faculty Evaluation Process  
 

  
Step and Responsible Parties  Annual Tenure Track 

Evaluation and Tenure/ 
Rank Advancement  
Application  

Formal Post-Tenure 
Review (if Formal Post-
Tenure Review coincides 
with application for Rank 
Advancement, follow 
those deadlines)  

Informal 
Post- Tenure 
Review  

Form 1 Goal Setting and Notification of Sitting 
Committee Assignments  
Faculty Member  
-Academic supervisor  
-Peer evaluators  

End of April  
(continuing faculty)  
  
End of Sept (new 
faculty)  

End of April  
  

End of April  
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Notification of Faculty Performance 
Evaluation Meeting Date/Time  
-Faculty Member  
-Peer Evaluators  
-Academic supervisor  

End of January  End of January for spring 
review  
  
End of September for fall 
review  

  

Teaching Observations  
-Peer Evaluators  
-Academic supervisor, at own discretion  

End of fall semester  End of fall semester for 
spring review  
  
October 15 for fall review  

N/A  

Submission of Professional Portfolio and 
Applications* to Evaluation Sitting 
Committee  
-Faculty Member  

January 31  March 31 for spring 
review  
  
October 31 for fall review    

March 31  
(to Academic 
supervisor 
only)  

Completion of Form IIs  
-Evaluation Sitting Committee Members  

Before Performance 
Evaluation Meeting  

Before Performance 
Evaluation Meeting  

N/A  

Performance Evaluation Meeting, Completion 
of Form III, Form IV (as needed), and 
Transmittal to Dean and Faculty Member  
-Chair of Evaluation Sitting Committee  
-Peer evaluators  
-Academic supervisor  

Determined by 
Evaluation Sitting 
Committee Chair and 
Dean  

End of spring semester for 
spring review  
  
End of fall semester for fall 
review   

N/A  

Letter of Formal Evaluation to Faculty 
Member  
-Dean  

March 31  N/A   N/A  

Recommendation Regarding Application for 
Tenure or Rank Advancement to Full 
Professor  
-Chair of Evaluation Sitting Committee   

Determined by 
Evaluation Sitting 
Committee Chair and 
Dean  

Determined by Evaluation 
Sitting Committee Chair 
and Dean  

N/A  

Recommendation for Tenure  
-Dean  

March 31  N/A  N/A  

Rank Advancement Decision  
-Dean  

March 31  N/A  N/A  

Completion of Form V: Informal Post-Tenure 
Review  
- Academic supervisor  

N/A  N/A  End of April  

Completing Evaluation Cycle    
-Faculty Member  
-Academic supervisor  
-Peer Evaluators, if designated  

Before or during Goal 
Setting   

Before or during Goal 
Setting   

Before or 
during Goal 
Setting   

   
8. Faculty Evaluation Levels and Guidelines  
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The Faculty Evaluation levels and guidelines derive from the SLCC Faculty Job Description (Faculty Handbook, 
Appendix 1) and the Standards of Professional Responsibility (SLCC Policy C4S01.01.III.B). These guidelines provide 
evaluation sitting committees, academic supervisors, deans and the provost a metric by which to evaluate faculty.   
  
Teaching, as a profession, is both an art and a science. SLCC faculty prioritize teaching and student learning over the 
other two areas of responsibility (consistent with SLCC Mission and USHE R485). Faculty evaluation shall examine 
faculty performance as interdependent areas of teaching, professional activity & development, and service that 
create a whole greater than the sum of its parts. 
 
See standards of collegiality in section 4.2 of this document.  Most measures of collegiality reside in the standards of 
professional performance in service.      
  
Faculty must address each area of responsibility--teaching, professional activity & development, and service—to 
ensure that the professional portfolio contains sufficient material for the evaluation sitting committee to make 
decisions regarding the level to which faculty members have met individual criteria.  
  
Evaluation Levels  
  
Standard Professional Performance is the expectation of all full-time, tenure-track and tenured faculty at Salt Lake 
Community College. Standard Professional Performance is recognized when evaluators find that the faculty member 
demonstrates a pattern of consistently meeting standards in an area.   
  
Exceeds Standard Professional Performance is warranted when evaluators find that in addition to meeting an area’s 
standards, the faculty member has also performed beyond them in any of the descriptive categories noted below. 
This may consist of a pattern of moderate surpassing of multiple expectations, or there may be a single significant 
achievement. If it is not possible for the evaluation sitting committee to articulate a specific rationale for Exceeds 
Standard Professional Performance, Standard Professional Performance should be assigned.  
  
Below Standard Professional Performance is warranted when evaluators find that the faculty member has not met 
the standards of an area. This may consist of a pattern of moderate struggles with multiple criteria, or there may be a 
single significant failure or serious problem. If it is not possible for the evaluation sitting committee to articulate a 
specific rationale for Below Standard Professional Performance, Standard Professional Performance shall be granted. 
  
Guidelines for Evaluation of Teaching:  
The standards of teaching at Salt Lake Community College are informed by the overlapping concepts of 
Field/Disciplinary, Curriculum Development and Evaluation, Teaching Practice and Lesson Planning, and Pedagogy 
and Reflection.  
  
Standard Professional Performance Criteria for Teaching  

• Promotes an atmosphere of fairness and equity in their relationships with students; creates a respectful, 
inclusive, effective, safe, open, fair, and supportive learning environment for students.   

• Provides students with a clear written syllabus with course learning objectives and evaluation criteria as 
specified in the CCO.  

• Effectively uses resources and technology to aid student learning and the Canvas LMS to communicate course 
information and individual messaging with students.  

• Consistently implements effective and engaging teaching practices that promote critical thinking and 
successful learning of college-approved course outcomes.   
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• Provides timely, appropriate, and instructive formative and summative feedback and evaluation of student 
work to reflect learning outcomes as stated in the CCO. (“Timely” is flexibly defined but should be 
reasonable, respectful, and appropriate to the needs of the specific correspondence or assignment.)   

• Keeps informed and knowledgeable about ongoing developments in their field and applies knowledge 
appropriately and effectively to their instruction.  

• Demonstrates consistent availability to consult with students outside of class meeting times through office 
hours and other forms of communication (e.g. Canvas, email, phone, etc.).   

• Avoids misusing the classroom by presenting personal views on topics unrelated to the course subject 
matter. If offering personal views for pedagogical reasons, does so with care for maintaining an inclusive 
space and does not reward agreement or penalize disagreement with personal views.  

• Participates in regular assessment, update, and production of curriculum and course quality, design, and 
implementation with department/division.   

• Meets all basic requirements below to ensure the smooth administration of their work.  (These criteria 
should be managed by the academic administrator and not included in the professional portfolio.)   
o Is available to teach courses directed by academic needs of the program and availability of the staffing 

pool.  
o Meets with scheduled classes; cancels or reschedules classes only with adequate notice to students and 

prior approval of department administration (except when notice is beyond faculty control). If absence is 
anticipated, faculty should arrange alternative learning method rather than canceling the class.   

o Is available for student consultation during regular posted office hours and provides students with 
additional means of contacting the faculty member.  

o Meets deadlines for submission of syllabi, office hours, calendars, final grades, and spreadsheets to 
department office.   

o If applicable, is responsible for teaching-related administrative tasks such as following procedures for 
equipment maintenance, purchase and inventory procedures.  

o When necessary, prepares and submits incident reports to the dean of Student Services for inappropriate 
student behavior as defined by the Code of Student Rights and Responsibilities Policy.  

o Follows the guidelines set by FERPA, GRAMA, the ADA, and HIPAA regarding student confidentiality.   
 

Guidelines for Evaluation of Professional Activity and Development:  
The standards of professional activity and development are based on two intersecting areas that faculty engage in as 
professionals. Professional Activity concerns activities that faculty engage in to remain current with, participate in, or 
further the knowledge of their discipline, fields, or industries. Professional Development concerns activities that 
faculty engage in to improve their pedagogical knowledge and effectiveness as teachers. (Because faculty at Salt Lake 
Community College represent a wide range of disciplines, fields, and industries, not all of the Professional Activity 
standards will apply to all faculty.)    
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Standard Professional Performance Criteria for Professional Activity: 
• Maintains appropriate proficiencies/credentials/ licenses/certifications in relevant fields/disciplines. 
• Maintains membership in professional organizations (as department funding permits). 
• Stays current with developments and/or research in their discipline/field/industry through reading, research, 

conferences, workshops, education, and other resources (as department funding permits).  
• Shares information and knowledge from conferences with colleagues as opportunities permit.   

  
Standard Professional Performance Criteria for Professional Development 

•  Maintains a professional portfolio that self-assesses and documents performance in teaching, professional 
activity & development, and service.  

• Participates in at least one pedagogical development activity per academic year (from Faculty Development 
or another institutionally recognized source)  
  

In addition to the areas above, faculty must meet the professional standards in the Academic Freedom, Professional 
Responsibility, and Tenure Policy (SLCC Policy, Chap. 4, III, B, 2, c-f.) regarding academic honesty, integrity, and 
appropriate attribution.   
  
Guidelines for Evaluation of Service:  
 

 
 
The standards of faculty service represent two distinct areas: Service to the College and Service to the Community. 
Service to the College is an expectation of all SLCC faculty. Service to the Community is an opportunity for faculty and 
is not required. Faculty may include community service in their Form I goals. 
  
Standard Professional Performance Criteria in College Service  

• Actively participates in department, division, school, and college meetings, initiatives, and strategic 
planning.   

• Serves on at least one significant department, school, or college committee and/or fulfills specific 
assignment(s) as directed by department or College.   

• Responds to discussions and requests for department work in timely manner (e.g. answers email, completes 
task assignments, etc.) (“Timely” is flexibly defined but should be reasonable, respectful, and appropriate to 
the needs of the specific correspondence or assignment.)  

• Assumes an informal or formal role in the student advising process, per departmental expectations.  
• Attends Convocation, Commencement, and other obligations with faculty contract days.   

  
Tenured Faculty:  
Because of their standing as outlined in the Academic Freedom, Professional Responsibility, and Tenure Policy 
(section C.3.A), tenured faculty have the following Standard Professional Performance expectations:  

• Serves on Faculty Evaluation Standing Committee and Evaluation Sitting Committees. as necessary  
• Mentors junior faculty, if applicable.  
• Regularly serves at the school or college level.  
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“When Assigned” Service:  
Faculty may be assigned additional responsibilities or tasks to support the priorities of a department/ division.  These 
“When Assigned” requirements should not negatively impact the faculty member’s potential to meet 
Standard Professional Performance in teaching, professional activity & development, and service. Such assignments 
should be accompanied with specified descriptions of responsibility or outcomes (e.g., RFP, position description).   
  
Standard Professional Performance Criteria in Community Service:   
If the faculty member includes community service activities in their portfolio, they will be evaluated in the Faculty 
Evaluation process.   
  
Descriptive Categories of Exceeding Standard Professional Performance:  
These categories are not exhaustive; faculty may exceed Standard Professional Performance criteria in other 
ways.  Faculty may exceed standard professional performance in the following categories (in alphabetical order):   

• Administrative Service:  Serve as an academic administrator, program director, or coordinator.   
• Assessment: Initiate, develop, or participate in assessment beyond those standard to, or required of 

programs or departments/divisions.  
• Civic Engagement:  Partner with the community in the transformative, public good of educating students 

(“SLCC Values”).   
• Extracurricular Teaching:  Formally share their teaching experience and expertise with other faculty through 

guest lectures, workshops, or other extra-curricular opportunities; or when they mentor or advise students 
for specific extra-curricular achievements (unless this work takes place within a co-op, internship, or special 
topics course assignment).  

• Formal Education:  Complete advanced formal education through accredited institutions or institutionally 
recognized organizations or resources exceed standard professional performance.   

• High Impact Practices:  Develop, incorporate, and reflect upon (or assess) any of the American Association of 
Colleges and Universities designated High Impact Practices (HIPs) into their curriculum. Faculty may advocate 
in their portfolio that another practice shall be considered high impact.    
o First Year Seminars/Experiences  
o Common Intellectual Experiences  
o Learning Communities   
o Writing Intensive Courses  
o Collaborative Assignments/Projects  
o Undergraduate Research  
o Diversity/Global Learning  
o Service Learning, Community-Based Learning  
o Internships  
o Capstone Projects    

• Innovation: Initiate, develop, collaborate, or lead innovations in pursuit of college Vision, Mission, or 
Strategic Plans.   

• Institutional Representation: Represent the college formally or informally (e.g. statewide major’s meetings, 
K-12 initiatives, community partnerships, boards).   

• Leadership: Voluntarily take on leadership/mentorship roles in course assessment and curriculum 
development; serve as officers of disciplinary/industry organizations or lead disciplinary/industry conferences 
or other activities; serve as chairs or leaders of department, school, or college-wide committees; advise 
student clubs or student-based activities; or develop, lead, or coordinate college events or programs.  
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• Professional Service: Serve disciplinary/industry organizations or bodies in official manners (e.g. committee 
membership, reviewer, examiner, evaluator).  

• Recognition: Earn official recognition of their teaching, professional activity, or service through an SLCC 
program, disciplinary organization or body, or another professionally recognized body.   

• Scholarship: Produce original scholarship for their field/discipline/industry or for the study of teaching and 
learning through presentations at local, regional, national or international conferences; publications in print 
or digital journals; or other venues. Scholarship activities with peer-reviewed acceptance processes should be 
weighted more in evaluation than those without.  

• Surpassing Requirements (Examples):  Accept overload teaching assignments on the request of the 
department/division. Engage in professional development or service beyond standard professional 
performance requirements of full-time faculty (e.g. serve on multiple committees, participate in multiple 
development activities). 

  
9. Tenured Administrators Returning to Faculty  
  
Administrators holding tenure who previously achieved tenure in a teaching department retain tenure 
and are eligible at any time, regardless of whether or not a position is open, to return to a full-time 
teaching position for which they are qualified. The academic administrator will return to their faculty rank 
held prior to accepting an administrative position (see also “Academic Freedom, Professional 
Responsibility, and Tenure Policy and Procedures). They may follow the rank advancement to full 
professor application process according to the processes and instructions in this 
document.  Administrators returning to faculty who seek rank advancement to full professor are exempt 
from the eligibility requirements.  
  
Faculty Evaluation Process Forms  
Downloadable forms at the following link:  http://i.slcc.edu/hr/faculty/full-time-faculty.aspx 

• Form I: Faculty Goal Setting   

• Form II: Peer Evaluation  

• Form III-TT: Tenure-Track Evaluation Summary and Recommendation   

• Form III-PT: Formal Post-Tenure Review Summary  

• Form III-NTT: Non-Tenure-Track Faculty Evaluation Summary  

• Form IV (As Needed): Academic Administrator Supervisory Evaluation  

• Form V: Informal Post-Tenure Review  

• Application for Tenure  

• Application for Tenure with Previous Satisfactory Academic Service in Full-Time Faculty Appointment  

• Request for Recommendation to Approve Previous Satisfactory Academic Service in Full-Time Faculty 
Appointment  

• Application for Rank Advancement to Full Professor  

 
 

http://i.slcc.edu/hr/faculty/full-time-faculty.aspx
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Form I:  Faculty Goal Setting 

  
 See Faculty Handbook Appendix 4, Sections 7 & 8 and SLCC Policies and Procedures Chapter 4, 1.01.    
(Note: If using percentages, the values must total 100%.)   

  
Name ______________________________________ Evaluation Period:  __________ to ___________  
  
TEACHING   Percentage Effort (must be at least 60% of total effort) 

              %  _____      
 Not Using Percentages   

State meaningful and achievable goals for your teaching. Areas to consider include Field/Disciplinary 
Knowledge Applied to teaching, curriculum development, evaluation, teaching practice, lesson planning, 
pedagogy, and reflection.  Consider making them “SMART”:  Specific, Measurable, Attainable, Relevant, and 
Timely. 
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PROFESSIONAL ACTIVITY 
& DEVELOPMENT  

 Percentage Effort (must be at least 10% of total effort) 
             %  _____      

 Not Using Percentages    
State meaningful and achievable goals for your Professional Activity & Development.   
  
   
  
  
  
  
  
  
   
SERVICE   Percentage Effort (must be at least 15% of total effort) 

               %  _____      
 Not Using Percentages   

College Service  
State meaningful and achievable goals for your College Service.   
  
  
  
   
  
  
  
Community Service  
(Optional; must be no more than 50% of Service goals)    
  
   
  
  
  
  
  
  
Signatures  
By signing below, we agree that the above goals are meaningful and achievable. We agree that they are 1) beneficial 
to the career goals of the individual faculty member, 2) support the priorities of the faculty member’s 
department/division and school, and 3) reflect SLCC’s mission, vision, and values.     
  
______________________________________________  ________________  
Faculty Member       Date   
 

  
_____________________________________________  _________________  
Academic Supervisor       Date 
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Form II:  Peer Evaluation 

  
Prior to the Faculty Performance Evaluation Meeting, evaluation sitting committee members must provide a rating 
standard and rationale for each area below that reflects professional performance criteria listed in Faculty Handbook 
Appendix 4, Section 8 and SLCC Policies and Procedures Chapter 4, 1.01, .and goals from Form I: Faculty Goal Setting.  
  
Name ______________________________________ Evaluation Period:  __________ to ___________  
  
Evaluation Sitting Committee Member: ____________________________________  
  
TEACHING    
(select one)   

 Exceeds Standard Professional Performance 
 Standard Professional Performance 
 Below Standard Professional Performance 

Rationale  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Recommendations  
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PROFESSIONAL ACTIVITY 
& DEVELOPMENT  
(select one)  

 Exceeds Standard Professional Performance 
 Standard Professional Performance 
 Below Standard Professional Performance 

Rationale  Recommendations  
  
  
   
  
  
  
  
  
  
  
  
  
  
  

SERVICE  
(select one) 

 Exceeds Standard Professional Performance  
 Standard Professional Performance   
 Below Standard Professional Performance  

Rationale for College Service  
  
  
  
 
  
  
  

Recommendations  
  
  
  
  
  
  
  
   
  
  
  

Rationale for Community Service, if applicable  
  
 
  
  
  
  
  
  
Signature  
By signing below, I attest that I provide these evaluations and rational based on thoughtful review of evidence 
presented to me through teaching observation, the professional portfolio, and my own professional knowledge of the 
faculty member named above.      
  
Evaluation Sitting Committee Member Signature __________________________________________   
   
Date____________________ 
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Form III-TT:  Tenure-Track Evaluation Summary and Recommendation 

  
The decisions, voting, rationales, commendations, and recommendations in this form summarize the Evaluation 
Sitting Committee’s evaluation of the faculty member named above.  The committee chair shall indicate the 
evaluation sitting committee vote tally in each section.  The committee chair shall transmit this document and all 
Form IIs to the Dean.   

  
Name ______________________________________ Evaluation Period:  __________ to ___________  
  
TEACHING   
Indicate total votes for each ranking.   

 Exceeds Standard Professional Performance: _______ 
 Standard Professional Performance: ______________       
 Below Standard Professional Performance: ________   

Rationale  
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
  
  
  
  
  
  
  
  
  
  
  
  
  

Recommendations  
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Professional Activity & Development  
Indicate total votes for each ranking.    

 Exceeds Standard Professional Performance: _______ 
 Standard Professional Performance: ______________ 
 Below Standard Professional Performance: _________ 

Rationale  Recommendations  
  
  
  
 
  
  
  
  
  
  
  

  
Service  
Indicate total votes for each ranking.    

 Exceeds Standard Professional Performance: _________  
 Standard Professional Performance: _______________ 
 Below Standard Professional Performance: _________  

Rationale for College Service  
 
 
 
  

Recommendations  
  
  
 
   
  
  
  
  
  
  
  
  

Rationale for Community Service, if applicable  

  
As indicated below, the Evaluation Sitting Committee recommends that the faculty member named above receive a:  
   

  Letter of Progress /Vote Tally:  ________    Letter of Concern /Vote Tally: ________  
  
Evaluation Sitting Committee Signatures  
By signing below, we confirm the decisions, rationales, votes, and recommendations above.    
  
Name  Signature  Vote  Date  
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Form III-PT:  Formal Post-Tenure Review Summary  

  
The decisions, voting, rationales, commendations, and recommendations in this form summarize the Evaluation 
Sitting Committee’s evaluation of the faculty member named above.  The committee chair shall indicate the 
evaluation sitting committee vote tally in each section.    
  
Name ______________________________________ Evaluation Period:  __________ to ___________  
  
  
TEACHING   
The committee must reach a majority 
vote on ONE of the rankings.     

 Exceeds Standard Professional Performance: ________ 
 Standard Professional Performance: _____________ 
 Below Standard Professional Performance: _________ 

Rationale  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Recommendations  
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Professional Activity & Development  
The committee must reach a majority 
vote on ONE of the rankings.     

 Exceeds Standard Professional Performance: ________ 
 Standard Professional Performance: _______________ 
 Below Standard Professional Performance: __________ 

Rationale  Recommendations  
  
  
   
  
  
  
  
  
  
  

  
Service  
The committee must reach a majority 
vote on ONE of the rankings.     

 Exceeds Standard Professional Performance: __________ 
 Standard Professional Performance: _________________ 
 Below Standard Professional Performance: ___________  

Rationale for College Service  Recommendations  
  
  
  
  
  
  
  
  
  
  

Rationale for Community Service, if applicable  

  
Comments  
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
  

 Meets appropriate standards /Vote Tally: _______ 
 Does not meet appropriate standards /Vote Tally: _______ 

 
Evaluation Sitting Committee Signatures  
By signing below, we confirm the decisions, rationales, votes, and recommendations above.  Details for our findings 
not found on this form can be found on the Form IIs that accompany this form.    
  
Name  Signature  Vote  Date  
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Form III-NTT:  Non-Tenure-Track Faculty Evaluation Summary 

  
The decisions, voting, rationales, commendations, and recommendations in this form summarize the Evaluation 
Sitting Committee’s evaluation of the faculty member named above.  The committee chair shall indicate the 
evaluation sitting committee vote tally in each section.    
  
Name ______________________________________ Evaluation Period:  __________ to ___________  
  
  
TEACHING   
The committee must reach a majority 
vote on ONE of the rankings.     

 Exceeds Standard Professional Performance: ________  
 Standard Professional Performance: ______________  
 Below Standard Professional Performance: ________ 

Rationale  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Recommendations  
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Professional Activity & Development  
The committee must reach a majority 
vote on ONE of the rankings.     

 Exceeds Standard Professional Performance: ________  
 Standard Professional Performance: _______________   
 Below Standard Professional Performance: _________    

Rationale  Recommendations  
  
  
  
  
  
  
  
  
  
  
  
  

  
Service  
The committee must reach a majority 
vote on ONE of the rankings.     

 Exceeds Standard Professional Performance: ________  
 Standard Professional Performance: ______________ 
 Below Standard Professional Performance: ________  

Rationale for College Service  Recommendations  
  
  
  
  
  
   
  
  
  
  
  

Rationale for Community Service, if applicable  

  
Comments  
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
   
Evaluation Sitting Committee Signatures  
By signing below, we confirm the decisions, rationales, votes, and recommendations above.  Details for our findings 
not found on this form can be found on the Form IIs that accompany this form.    
  
Name  Signature  Vote  Date  
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Form IV (As Needed): Academic Administrator Supervisory Evaluation 
  
  
Name ______________________________________ Evaluation Period:  __________ to ___________  
  
This form shall be used for Faculty Evaluation when it is necessary for the academic administrator to share personnel 
matters regarding the faculty member named above with the dean, provost, and/or president that may impact their 
progress towards tenure, post-tenure reviews, or progress towards full professor. This form shall not be shared with 
other members of the Evaluation Sitting Committee.  This shall be kept in the faculty member’s Personnel File. The 
academic administrator shall immediately notify the faculty member of the use of this form.  
  
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
  
______________________________________________  ________________  
Faculty Member Acknowledgement    Date   
 

  
_____________________________________________  _________________  
Academic Supervisor       Date  
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Form V: Informal Post-Tenure Review  
  
  
Name ______________________________________ Evaluation Period:  __________ to ___________  
  
Upon review of the professional portfolio, other relevant materials, and my professional knowledge, I have the 
following observations about the faculty member’s performance.   I have provided a copy of this form to the faculty 
member and placed it in their division/department file.    
  
Teaching  
  

Comments:  
  
  
 
 
 
  
  
  

Professional Activity & 
Development  
  

 Comments:   
  
 
 
 
  
  
  
  
  

Service  
  

Comments:   
  
  
 
 
 
  
  
  
  

  
 
  
______________________________________________  ________________  
Faculty Member       Date   
 

  
_____________________________________________  _________________  
Academic Supervisor       Date  
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Application for Tenure 

Instructions to Faculty Member:  Please complete and submit this form to the chair of your evaluation sitting 
committee. Instructions and deadlines regarding this application can be found in the SLCC Faculty Handbook 
Appendix 4. Note: If applying previous satisfactory academic full-time faculty service to your SLCC pre-tenure 
probationary period, attach the approved request to this form.   

Date of Application:  ___________________  
Name:  ____________________________________________________________  
Banner ID:  _____________________________  
Professional Portfolio link:  ______________________________________________________________ 
Department:  _________________________________________________________________________ 

My performance as a full-time faculty member demonstrates that I am competent as a teacher, competent in my 
discipline, and competent as a colleague. I meet or exceed the requirements, accomplishments, and expectations that 
warrant the granting of tenure at Salt Lake Community College.    

 _____________________________________________ 
Faculty Member Signature  

Instructions to the Evaluation Sitting Committee Chair: Upon review of the faculty member’s performance and 
professional portfolio linked above, indicate your decision regarding this application. Transmit this application form 
to the dean by the agreed-upon deadline.   

  Yes, we recommend approval of tenure.  Total Votes: ________ 
  No, we do NOT recommend approval of tenure. Total Votes: ________ 

Evaluation Sitting Committee Signatures  
By signing below, we confirm the recommendation and vote above. 

Name Signature Vote Date 

 Instructions to the Dean:  
Upon review of the faculty member’s professional portfolio, the evaluation sitting committee recommendation, and 
other relevant materials, indicate your decision regarding the candidate’s application for tenure. Transmit this 
application form to the provost no later than March 31 along with a detailed letter recommending approval or denial 
of tenure to the provost.  

  Yes, I recommend approval of tenure. 
  No, I do NOT recommend approval of tenure. 

_____________________________________________ _________________ 
Dean  Date  
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Request to Credit Previous Satisfactory Academic Service 
In Full-Time Faculty Appointment to Pre-Tenure Probationary Period 

Instructions to Faculty Member: Please complete and submit this form to the chair of your evaluation sitting 
committee. Instructions and deadlines regarding this application can be found in the SLCC Faculty Handbook    
Appendix 4.    

Date of Application:  ___________________  
Name:  ____________________________________________________________  
Banner ID:  _____________________________  
Professional Portfolio link:  _______________________________________________________________ 
Department:  __________________________________________________________________________ 

I request that _____ year(s) (maximum: 3) of my previous full-time faculty service at a regionally accredited institution 
be credited to my pre-tenure probationary period at Salt Lake Community College.   

List your previous Accredited Institutions, positions, and dates of service: 

College/University/Institution Position Title Dates of Service 

My professional portfolio demonstrates that my previous academic service in full-time faculty appointment at 
a regionally accredited institution(s) met or exceeded standards of professional performance for assistant professors at 
Salt Lake Community College.   

_____________________________________________ 
Faculty Member Signature  

Instructions to the Evaluation Sitting Committee Chair: Upon review of the faculty member’s performance and 
professional portfolio linked above, and with approval from the tenured members of the 
department faculty, indicate your decision regarding this application. Transmit this application form to the dean by 
the agreed-upon deadline. 

 Yes, we recommend _______ years be credited towards the pre-tenure probationary period. 
Total Votes: ________  

  No, we do NOT recommend years credited towards the pre-tenure probationary period. 
Total Votes: ________  
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Evaluation Sitting Committee Signatures  
By signing below, we confirm the recommendation and vote above. 

Name Signature Vote Date 

Instructions to the Dean:  
Upon review of the faculty member’s professional portfolio, the evaluation sitting committee recommendation, and 
other relevant materials, indicate your decision regarding the candidate’s application to credit previous full-time 
experience. Transmit this application form to the provost no later than March 31 along with a detailed letter to the 
provost recommending approval or denial.   

  Yes, I recommend ______ years credited towards the pre-tenure probationary period. 

  No, I do NOT recommend years credited towards the pre-tenure probationary period.  

_____________________________________________ _________________ 
Dean  Date  

Instructions to the President for Application Submitted One Year Prior to Application for Tenure: 
Upon review of the faculty member's application and the recommendation letter from the Provost, indicate your 
decision regarding the candidate's application to credit previous full-time experience. 

____Yes, I recommend _____ years credited towards the pre-tenure probationary period. 

 ____No, I do NOT recommend _____years credited towards the pre-tenure probationary period.

_____________________________________________ 
President 

_________________ 
Date  
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Application for Rank Advancement to Full Professor 

Instructions to Faculty Member: Please complete and submit this form to the chair of your evaluation sitting 
committee. Instructions and deadlines regarding this application can be found in the SLCC Faculty Handbook Appendix 
4.    

Date of Application:  ___________________  
Name:  ____________________________________________________________  
Banner ID:  _____________________________  
Professional Portfolio link:  _______________________________________________________________ 
Department:  __________________________________________________________________________ 

   I wish to invoke the Grandfather Clause for Rank Advancement Application Submitted Prior to the 2023-
2024 Academic Year*.   

I am eligible to apply for full professor and meet or exceed the expectations that warrant advancement to the Full 
Professor ranking.   

_____________________________________________ 
Faculty Member Signature  

Instructions to the Evaluation Sitting Committee Chair: Upon review of the faculty member’s performance and 
professional portfolio linked above, indicate your decision regarding this application.   Transmit this application form 
to the dean by the agreed-upon deadline along with a detailed letter recommending approval or denial of rank 
advancement to the dean. 

 Yes, recommend rank advancement. 
Total Votes: ________  

  No, do NOT recommend rank advancement. 
Total Votes: ________  

Evaluation Sitting Committee Signatures  
By signing below, we confirm the recommendation and vote above. 

Name Signature Vote Date 

Instructions to the Dean:  
Upon review of the faculty member’s professional portfolio, the evaluation sitting committee’s recommendation, and 
other relevant materials, indicate your decision regarding the candidate’s rank advancement to full professor.   

  Approve 
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If approved, submit a copy of the letter and this application to HR Director of Faculty Services and to the faculty 
member’s division/department tenure file.  

  Disapprove 

If disapproved, compose a letter explaining the reasons for not approving the request and send the letter to the 
faculty member.  Attach a copy of the letter to this application and submit to the HR Director of Faculty Services and 
to the faculty member’s division/department tenure file.  

_____________________________________________ _________________ 
Dean  Date  

*The Grandfather Clause for Rank Advancement Applications Submitted Prior to the 2023-2024 Academic Year allows
faculty to apply for rank advancement without meeting the requirements of the previous formal post-tenure review
(Faculty Handbook, Appendix 4).  This does not exempt faculty from all other requirements of the rank advancement
application and evaluation process.
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APPENDIX 6 

Merit Pay 

Faculty Merit Pay Application Process 
For those of you interested in applying for merit pay, please read the following and use it as a guide 
to your application. Those who do not apply will not be considered for merit pay. Merit will be added 
to base compensation beginning July 1. 

Standards of professional responsibility for full-time faculty are specified in Section V of the ACADEMIC 
FREEDOM, PROFESSIONAL RESPONSIBILITY, AND TENURE document. The principle of merit pay asserts that 
employees should be compensated for work beyond standard performance expectations. Thus, a faculty 
member who is a valued contributor may not necessarily receive pay for merit, nor should it be assumed that 
all faculty who receive merit pay will receive the same amount. In assessing merit, members of the Review 
committees will be asked to assess the degree to which employees exceed performance standards. They will 
use the merit application (see below) as an aid to make this assessment. The amount of merit pay awarded to 
a faculty member will depend on factors such as the amount of money in the merit pool, the number of 
people who qualify for merit, the number of faculty who apply for merit, the assessment of Review 
Committee members, and the merit allocation process used by the Review committees. A common process 
will be used throughout the College and by each Department Review Committee. 

Processes to Apply for Merit Pay 
Meritorious Service 

It is intended that compensation for merit be paid when there is evidence of performance that consistently 
exceeds standards of professional responsibility during the merit review period. The merit review period is 
defined as the academic year for which a merit evaluation is conducted. As an institution of higher learning 
that seeks to focus efforts on student learning, and to be consistent with College and School values, 
meritorious performance is demonstrated through exemplary performance that contributes to student 
success. 

Qualifications to be considered for Merit Pay 

1- Demonstration of performance that exceeds standards of professional responsibility articulated in
Section V of the ACADEMIC FREEDOM, PROFESSIONAL RESPONSIBILITY, AND TENURE document.

2- Must be a tenured, tenure track, or otherwise continuing faculty member with an expectation of a
full-time faculty contract during the following the contract year.

3- Must not have received a Letter of Concern during the merit review period.

4- Must not have received formal disciplinary action during the merit review period that resulted in
evidence of that action being placed in the employee’s personnel file.

5- Must submit an application for merit pay.
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Application 
Applications may be submitted via e-mail or paper by the assigned date and time. Submit your merit pay 
application to your Academic Administrator. The letter of application should be no longer than one page, single- 
spaced, and no more than 10-point font. Up to four pages of supporting evidence may be attached to the letter of 
application. The letter of application and supporting material may be in any format you choose, such as narrative, 
bulleted, data, etc., although you should use any or all of the following performance categories to group your 
responses: 

1- Teaching

2- Professional Activity

3- Service

The application should focus on your performance during the merit review period that you believe 
exceeded the standard performance expected of faculty. 

Use any of the items under C.2 of the ACADEMIC FREEDOM, PROFESSIONAL RESPONSIBILITY, AND 
TENURE document to guide your response (items are included below). 

(a) Excellence in teaching

(b) Professional or occupational development

(c) Leadership and professional service contributions to the department, division, school, andCollege

(d) Student consultation

(e) Attainment of creditable academic degrees and/or certificates in one's chosen field of professional
responsibility

(f) Evidence of professional experience

(g) Depth of understanding in the chosen field and contribution to knowledge

(h) The individual's general attitude* toward work, students, and colleagues

*CLARIFICATION: the term “general attitude” should be interpreted to mean “professional demeanor and
relations” (toward work and with student and colleagues).

Faculty Merit Application Procedures for Deans and Faculty Merit Review Committees 

I. The Dean is responsible for the communication and execution of the merit process for the faculty within
their schools.

i. The Deans will receive a listing of the faculty for each of their departments and/or Divisions with
potential merit designations of No Merit, Merit, and Exceptional.

ii. Each Faculty Merit Review committee will make its recommendations for the eligible faculty on
merit designation.

iii. All merit designations for faculty are due to the Provost Office no later than noon April 30.

II. Considerations:
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a. No more than 33% of the faculty assigned to any one school may be placed in the highest, or
Exceptional, category.

b. If the independent assessment of the faculty yields a total greater than 33%, The Dean is
charged to provide additional assessments such that the number of faculty placed within
the Exceptional Category meets the 33% upper limit.

i. There are no percentage weights assigned to the bottom two categories: “Not
Qualified for Merit” and “Meritorious”

c. Letters of Concern and Disciplinary Actions:
i. No faculty members are awarded merit if they have received a letter of concern or have

pending a letter of concern or other disciplinary actions.
ii. If faculty members have received letters of concern or disciplinary action within

the previous two years of academic years no merit may be assigned unless a
specific exception is requested.

iii. To request an exception: The Dean must provide to the Office of the Provost written
assurance that the concern has been fully remedied as well as specific justification for
the award of Merit. The Provost will review and determine whether the exception will
be granted. The Dean will be notified by the Provost of the decision.

III. Faculty Merit Appeals:
a. If a faculty member believes they have been prejudicially or capriciously assigned to a

merit category or were unable to submit a timely application for reasons beyond their
control, the individual may appeal in writing directly to theProvost.

i. Procedures: The appeal must be submitted no later than the close of business on
July 15. The Provost will review all submitted material in consultation with an
appeal committee comprised of the Provost, the Faculty Association President
(or a representative designated by the Faculty Association President), and the
Senate President (or a representative designated by the Senate President).

ii. The decisions of the appeal committee will be considered final.
iii. The Dean will be notified of the decision.

IV. Provost of Academic Affairs reserves the right to return any particular faculty member’s
merit assignment for reconsideration.
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Faculty Merit Review Process 

1- Review Committee will be composed as follows:
a. Dean
b. Academic Administrator
c. Department faculty or staff member chosen by the department.

2- Faculty who serve on Review committees will be reviewed by an alternate faculty member.

3- Review Committee members will conduct an independent review of each applicant.
4- Review Committee members will consider performance during the present academic year that

consistently exceeds standards of professional responsibility and that contributes to student
success in any or all of the following three performance categories: 1) teaching; 2) professional
activity; and 3) service. In assessing performance, review committee members will use their
knowledge of the applicant’s performance, the applicant’s submitted information, and
appropriate items of Section V of the tenure document.

5- Review Committee members will assign applicants to one of three merit categories:

a. Not qualified for merit pay – even though the employee meets performance standards
and is a valued faculty member at SLCC. Evidence of non-sustained performance
that exceeds expectations may be present.

b. Meritorious - faculty member consistently exceeds standards of professional
responsibility in at least one of the three performance categories identified in Item
4above.

c. Exceptional - faculty member has distinguished herself/himself through performance
that consistently exceeds standards of professional responsibility in at least two of the
three performance categories identified in Item 4 above. Performance has contributed
to significant advancement of department, school, or college initiatives, goals, and/or
objectives. Not more than 33% of faculty within any one school may be assigned an
exceptional rating.

6- Review Committee members will meet to discuss their independent ratings.

7- Placement in a merit category will be made as follows:

a. The assignment will be made to the category in which at least two of the
three Review Committee members assess performance.

b. If Review Committee members assess performance into all three categories, the faculty
member will be placed in the meritorious category.

c. If Review Committee members assess more than 33% into the Exceptional
category, an additional assessment will need to be conducted to reassign the additional
percentage to the meritorious category.

8- In determining merit pay dollars, the Office of the Provost will consider the number of faculty
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placed in each category and the total dollar amount available for merit within that category. 
Based on this review, the Office of the Provost will recommend award allocations for each merit 
category The Office of the Provost will compile results and submit merit dollar allocations to HR 
based on the merit category. 
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APPENDIX 7 

Summer Teaching 
The offering of classes during the summer term will be predicated upon the benefit to instructional 
programs, enrollments, FTEs, class size, and available funding. This agreement will work in accordance with 
the general agreements in the Guidelines regarding the calendar. 

Load and Compensation 
Compensation and Teaching Assignments 

All full-time faculty desiring to teach during the summer term will be allowed the opportunity, subject to 
the availability of classes, available funding, and the provisions of the rotation procedure described below. 
Compensation will be 2.35% of their annual pay per instructional unit, based on a nine-month contract, up to a 
maximum of ten instructional units, but in no case will that amount be less than the current adjunct rate plus $50 
per instructional unit. Overload for summer teaching assignments beyond 10 instructional units will be paid at 
the current adjunct rate based on contact hours and in accordance with current policies and procedures. 
Teaching assignments above 15 instructional units require the approval of the Provost of Academic Affairs. 

In the event that there are unassigned classes remaining in the department after all faculty desiring to 
teach during any given summer have been assigned their classes, adjunct faculty will be recruited to teach the 
remaining classes. Teaching during the summer term by full-time faculty is strictly voluntary. If the number of 
sections offered by the department for the summer term exceeds the availability of full-time and adjunct faculty, 
sections will be eliminated and not offered in the printed class schedule. This shall not prevent 
division/department chairs from making a general announcement to a department, before the printing of the 
published summer class schedule, that certain classes will not be offered that might otherwise have been. 

Full-time faculty teaching during the summer term will be expected to fulfill additional College 
responsibilities, such as committee work, adjunct faculty support, etc., commensurate with their assigned 
teaching load. At the same time, faculty will only be expected to be on campus during the summer sessions in 
which they teach. 

Summer Rotation Procedure 
This rotation procedure will apply within each department and be administered irrespective of the 

teaching assignment location. 
By January 15thof the academic year, those who wish to be considered for summer teaching must 

declare their desire to do so. Classes will be assigned to those at the top of the department’s rotation list first 
and the assignment will proceed down the list until all the available classes have been assigned, or each faculty 
member desiring to teach has been assigned classes, whichever happens first. Those who are eligible for 
summer teaching and decline the opportunity will stay at the top of the rotation list until they do teach during 
the summer term. By March 1st, the Academic Administrator will notify faculty of the classes they will be 
assigned for the summer term. 

Faculty who teach the summer term will be rotated to the bottom of the rotation list. No faculty 
member will be assigned more than 120% of a full load during the summer term until the desired for every 
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another faculty member in the department has been assigned. If a faculty member desires to teach less than a 
full load during any Summer term, they may remain at the top of the list until the cumulative total number of 
hours taught equals 90% of a full load or more. Any new faculty will be placed at the bottom of the rotation list 
as it exists on their hire date. 

When assigning classes for the summer term, the qualification of each faculty member needs to be 
appraised both by the department and the Academic Administrator. Faculty who desire to teach new courses 
must demonstrate their competence. 

Department Coordinators will not be allowed preferential placement on the rotation list. They will 
be rotated on the list as are all faculty members. 

Any exception to this procedure must be approved in advance by the Deans Council in collaboration 
with the Provost of Academic Affairs. 

Summer Term Agreement for Full Time Faculty By accepting any and all overload
assignment(s) as scheduled by their Academic Administrator, the FACULTY acknowledges the terms and 
conditions of the Overload assignment as outlined in Appendix 7 (Full-Time Faculty Handbook for 
Compensation and Workload). 

1. Full-time faculty teaching during the summer term will be expected to fulfill additional College
responsibilities, such as committee work, adjunct faculty support, etc. commensurate with their assigned
teaching load. At the same time, faculty will only be expected to be on campus during the summer
sessions in which they teach.

2. Course load (the number of instructional units of pay for a particular lecture, lab, or learning activity) will
be calculated according to formulas that are used to calculate overload and part-time contracts during
fall or spring term. This means, for example, that a three-unit course in fall or spring will be three units in
summer, and so forth.

3. A full teaching load for summer will be 1/3 of the annualized load or 2/3 of fall or spring semester’s load,
equivalent to ten (10) instructional units. Annualized load refers to the load carried by a full-time faculty
member during the academic year, exclusive of overload.

4. Lecture courses in fall or spring generally have a one-to-one (1:1) ratio between weekly contact hours
and instructional units. Lecture-lab courses generally have a 6:5 ratio, and lab courses generally have a
5:3 ratio. Summer terms have less than fifteen weeks, which skews weekly contact hours for summer
term; however, a full summer load involves contact equivalent to ten lecture units delivered during fall or
spring, twelve lecture-lab units delivered during fall or spring, or seventeen lab units delivered during fall
or spring.

5. Compensation for a full load will be 23.5% of the faculty member’s annual base salary, or 2.35% per
instructional unit, up to ten (10) units. For units above ten (11-15) compensation will be the current
part-time or overload rate.

6. Compensation for units one through ten (1-10) will not be less than the current Overload Rate plus fifty
dollars.

7. The faculty member recognizes that Salt Lake Community College is a multi-site institution. The teaching
site may vary from time to time. This agreement is dependent on the availability of funds and sufficient
enrollment in all of the classes that you have been assigned for the term.

8. The faculty member will review and comply with Federal, State, and COLLEGE policies and Division
procedures.

9. This agreement governs one term only and expires or terminates at the end of the designated term.
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APPENDIX 8 

Coordinator Pay Formula 
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APPENDIX 9 

eLearning 
ELearning is defined as the conducting of teaching and learning activities in environments, media, or formats in 
which the majority of the teaching and learning takes place by means of telecommunication or media technology. 
This typically refers to online and blended learning delivery formats. 

Enrollment Management 
Online 

In general, the range of enrollments for online courses should be between 15 and 39 students. The precise number 
of students permitted in any given section will be determined by these guidelines and recommendations, and by the 
Academic Administrators. 

Section Enrollment Caps 

Academic departments have the primary responsibility for section enrollments. 

Academic departments determine enrollment caps for each section based on the above recommendation, 
as well as content- or instructor-specific limitations. 

In determining enrollment cap numbers, it is important that a department consider the attrition that online 
courses may experience; 10% to 20% attrition is not unusual. As a result, it may be helpful to set a higher 
enrollment cap for eLearning course sections to ensure that sections are properly filled. 

Minimum & Maximum Enrollments 

A minimum enrollment of 15 students will be required for an online section to be offered. When there is a 
need for sections to be offered with section counts lower than the recommended minimum, departments 
should coordinate with the Division of eLearning and other appropriate College departments or areas. 

Each online section will be limited to a maximum enrollment of 39 students. If a course section reaches an 
enrollment of 40 or more students, a new course section of that course should be created. 

Blended/Hybrid 

Blended learning (also labeled hybrid or mixed instruction) refers to courses that provide a mix of in-person 
instruction with online activity. There is no single model for blended learning. The phrase encompasses a wide range 
of approaches. 

Traditional hybrid courses replace classroom seat time (once or twice a week) with specific online learning activities 
and assessments. Traditional hybrid sections should be limited to 15 to 39 students, similar to online sections. 

Other hybrid course models (e.g. learning emporium and others) may require other enrollments strategies and 
practices. Initial pilots of these models will require agreement from the Associate Dean, School Dean, the Director 
of eLearning, and the Provost’s Office. If proven successful, the Discussion Team will need to review and approve 
the associated workload and compensation associated with these hybrid course models. 
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Faculty Teaching Assignments 
Faculty Workload 

Using the enrollment cap information stated above, a full-time faculty member’s teaching assignment should follow 
the stated parameters as noted in section 2.2 Faculty Workload. 

Faculty who teach an eLearning course as part of their assigned teaching load or as overload should have the 
necessary skills, training, and certification to effectively teach and engage students in such delivery modes. Training 
and certification should be completed prior to giving eLearning teaching assignments. 

Faculty should establish as part of their syllabus, communication expectations with students, indicating, for example, 
how quickly a response is likely to be received after a student inquiry. Responding to student inquiries within one 
business day is recommended. 

Faculty Requests for an Online-only Teaching Assignment 

Full-time may request or be assigned to teach their entire teaching assignment online. Administrative approval 
should be based upon student needs and enrollment patterns, taking into account the need for a balance of delivery 
options for students, as well as department or division resources and requirements. 

Prior to an Online-only assignment, 

• The faculty member must demonstrate competency in the use of proposed technology including effective
pedagogies for the Online environment. Competency will be determined by Department faculty and the
Academic Administrator in conjunction with the Division of eLearning.

• The faculty member must show evidence of success by having successfully conducted a minimum of one
online course for an academic year (two semesters).

• Faculty requesting to teach a full load online will work with their Academic Administrator in consultation
with the Dean, regarding work for service and professional development. The documentation will be filed in
the Dean’s office.

If a faculty member has fulfilled these two requirements, they will submit a current copy of the form Request for 
an Online-Only Teaching Assignment and Agreement to her or his Academic Administrator. 

The faculty member must ensure that sufficient lead-time has been provided to make recommendations and plans 
for effective course/program scheduling. 

The form includes a statement of how the faculty member will contribute to other faculty duties outside of teaching. 
It requires signature approval from the Academic Administrator and Dean. Copies of approved Requests for an 
Online-Only Teaching Assignment will be kept by the Department and the Provost’s Office (coupled with the salary 
load document). 

Faculty Overload 

Overload teaching assignments should follow the stated policy procedures (#C4S01) as delineated in section 2.8 
Overload Policy and Procedures. Faculty assigned to an eLearning course development project should have 
limited overload teaching assignments—a single course section or less—as agreed on by the Academic 
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Administrator and the Division of eLearning. Where possible, no overload teaching assignments should be 
given to those participating in a development project, to ensure adequate time and effort is given in 
teaching and development tasks. 

 

Compensation 
Regular Teaching Assignments 

Compensation for courses taught as part of full-time faculty members’ regular teaching assignments should be 
considered part of their contractual base salaries. Part-time faculty are compensated using the approved part- 
time instructional rate. 

Overload Teaching Assignments 

Teaching compensation for courses taught above a full-time faculty member’s regular teaching assignment is 
paid at the part-time instructional rate. As defined by the nature of their employment, part-time faculty do not 
have overload assignments. 

Online Course Review 
Online course reviews are currently conducted only by approved full-time faculty members. Faculty who 
review a course will receive a $250 one-time stipend when the review is submitted. Faculty reviewers will 
be required to attend annual training workshops to be considered active reviewers. 

Course Development 

The Academic Administrator of the appropriate school, in coordination with the Division of eLearning, will 
select faculty to participate in approved course development projects. Generally, a minimum of two faculty 
members will be associated with each course development project. These faculty members join a 
development team, which also includes the following instructional development professionals: Academic 
Administrator, Project Manager, Instructional Designer(s), and Media Developers. 

Course development projects are typically organized into one of three annual development cycles (Fall, Spring, 
and Summer). Depending on the parameters of the project, it is anticipated that each cycle would take 3-9 
months to complete. Each development cycle is organized into four (4) development phases: 1) planning, 2) 
design, 3) development and 4) pilot/revise. 

Compensation for course development work is dependent on the nature of the project and the contribution of 
time and effort. Where additional time and effort are required above the contracted scope of work, an 
addendum to the contract, and additional compensation may be negotiated. 

New or redesign course development projects may include the following: 1) a reassigned teaching load (up to 
one course for two semesters) and 2) overload development compensation. Overload development 
compensation is limited to a maximum of $6,000 per project. Payments are made as one-time fractions of 
total compensation based upon receipt of approved deliverables and associated time and effort 
contributions. The Division of eLearning will reimburse the adjunct teaching pool monies for teaching 
reassigned time. 

Development compensation is processed in the form of one-time payments and will require the necessary 
signatures indicating that the required scope of work has been completed as contracted before any payment is 
processed. 
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APPENDIX 10 

Overload Policy and Procedures 
I. PURPOSE

To define College policy on teaching overload and compensation and to provide a reporting system.

II. POLICY

Full-time appointments require a full commitment to working time and effort. Full-time faculty are
expected to complete their primary assignment regardless of the time required. This is to be done
without overload compensation, except in rare circumstances. However, full-time faculty may
accept teaching overload service provided these services will not interfere or conflict with their
primary assignment.

Federal or restricted funds generally cannot be used for payment of an overload assignment. An
employee whose primary assignment is paid from federal or restricted funds with a base salary of
1.0 FTE may not work overload regardless of the funding source except when: authorization is
written into the contract or grant prior to its issue, or written permission is obtained after the grant
and contract are issued from the appropriate agency grants and contracts officer.

I. DEFINITIONS

A. Full-time Faculty. For the purposes of this policy, those whose assignment is 1.0 FTE for a
nine-month appointment.

B. Full-time Effort. A teaching assignment which requires 100% of the individual’s normal
and expected working time andeffort.

C. Teaching Overload Compensation. Payment for teaching services rendered by a faculty member
in addition to the normal working activity determined by the terms of the faculty appointment.

D. Occasional Service. A presentation in an occasional short-term conference,workshop,
seminar, or symposium or the delivery of a scholarly paper or public address at a
professional meeting or academic gathering which is not a teaching assignment is
therefore not teaching overload. Compensation for occasional service is paid at a
standard rate for weekly contact hours per term or at a predetermined standard rate
of dollars per contact hour.

E. Overload Status. An employment condition in which the total time devoted by a faculty
member teaching college courses scheduled for the assigned period exceeds full-time.
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F. Base Salary. The total compensation approved in advance as the amount payable from funds 
administered by the College for full-time effort for the assignment period. 

G. Restricted Funds. Money received by the College, which may be expended only in 
accordance with the guidelines established by the external donor or agency. 

H. First Right of Refusal. Full-time faculty shall be given the first opportunity to teach as overload 
any class not yet assigned to a full-time facultymember. 

 

II. PROCEDURE 
Members of the faculty may teach full-time and at the same time serve the interests of the College by 
providing overload employment services. The following conditions must be met: 

A. Overload Limits. Overload classroom/laboratory contact hours shall not exceed 50% of the contact 
hours in the faculty member’s normal teaching load averaged over the period of a nine-month 
appointment rounded to the nearest workable department contact hour. These hours shall not 
exceed 10 contact hours per week in any given term. The Provost of Academic Affairs must approve 
any exceptions to the above before classes are taught. 

B. Overload Assignment. Full-time faculty have first right of refusal for any class not yet assigned 
to a full-time faculty member. Timely term-by-term notification will be given to full-time 
faculty. 

1. Full-time faculty are to be paid at the highest adjunct rate for teaching College 
scheduled course sections. 

2. In unique circumstances where the School of Applied Technology competitiveness 
would otherwise be hampered, the faculty and director will agree upon an 
appropriate overload rate, subject to the approval of the Dean. 

C. Overload Assignment Authorization. To ensure quality, the Division Chair/Academic 
Administrator must authorize an overload teaching assignment of the department or program 
where the teaching will take place. Faculty member’s division chair/academic administrator 
must give prior approval of the overload assignment when such teaching is outside the 
faculty member’s assigned division. Any employee who is paid from federal or restricted 
funds must have prior written approval from the Director of Development verifying the 
expenditure of funds as appropriate. 

D. First Right of Refusal. Full-Time Faculty shall be given the first opportunity to teach as 
overload any class not yet assigned to a full-time faculty member, provided the overload will 
not interfere or conflict with the primary assignment, and up until three (3) weeks before 
the semester begins for any class that is already assigned to an adjunct faculty member. 
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E. Reporting. The Payroll Office will distribute periodic reports on overload compensation to the
Provost of Academic Affairs for review of their organization. An annual report will be prepared
for and reviewed by the College President.

Schedule of Payments for Overload 

Pay dates for overload will be no fewer than four (4) pay dates per semester and no fewer than three 
for a summer term. 

SALT LAKE COMMUNITY COLLEGE TERM OVERLOAD AGREEMENT 

The Faculty agrees to PART-TIME teaching employment at the COLLEGE under the following terms and 
conditions: 

1. By accepting any and all overload assignment(s) as scheduled by their Academic Administrator, the
FACULTY acknowledges terms and conditions of the Overload assignment as outlined in Appendix10
(Full-Time Faculty Handbook for Compensation and Workload).

2. Generally, fifteen (15) students must register for each course before the course will be offered by
the COLLEGE. The COLLEGE reserves the right to reassign courses covered by this agreement to a full- 
time faculty member in order to complete his/her contractual teaching requirements.

3. If a course is canceled at any time after the first meeting with the class, the Faculty will be paid the
prorated hourly rate for classroom instruction actually performed for that course. If all courses
included in this agreement are canceled at any time during the term, this agreement automatically
terminates.

4. Overload Limits. Overload classroom/laboratory contact hours shall not exceed 50% of the contact
hours in the faculty member’s normal teaching load (1.5 FTE) averaged over the period of a nine- 
month appointment rounded to the nearest workable department contact hour. These hours shall
not exceed 10 contact hours per week in any given term. The Provost of Academic Affairs must
approve any exceptions to the above before classes are taught.

5. The INSTRUCTOR will review and comply with State and COLLEGE policies and Division procedures.

6. This agreement governs one term only and expires or terminates at the end of the designated term.
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APPENDIX 11 

Co-op Course Compensation 

The role of the faculty in a cooperative education arrangement (Co-op course with a course number of 
2000) is to be involved in the training of a member of the industry’s future workforce. In most cases, the 
faculty is involved in the development of program objectives and will participate in the grading process. 
Through interaction with the cooperative education student and the employer, the faculty member 
outlines objectives that will allow for additional learning of valuable skills needed by the employer. In 
addition, the faculty member can gather important information about the skills needed in real world 
employment positions, learn the needs of employers in particular industries, and receive feedback about 
our educational programs from employers. Due to the relatively low number of students who register for 
Co-op classes in any one discipline the following alternative compensation model is to be used. 

Faculty assigned to teach a Co-op class shall be compensated at the rate of overload pay under the 
following schedule: 

One student = 1.0 instructional unit 
Two students = 1.5 instructional units 
Three students = 2.0 instructional units 
Four students = 2.5 instructional units 
Five students = 3.0 instructional units 
Six students = 3.5 instructional units 
More than six students = 4.0 instructional units 

Instructional units for teaching co-op classes shall be added to the faculty load worksheet and 
compensated under the same rates and methods currently deployed for adjunct faculty. Co-op courses 
are not eligible for unique preps in the faculty load. 

Academic Support, Request for Proposals 

This document establishes procedures for the coordination and compensation of Academic Support 
activities within departments and schools. 

A. Types of Academic Support: For instruction to be effective, a variety of support endeavors
must occur, such as curriculum development, equipment maintenance, supply inventory,
program accreditation, recruitment, and advisement, etc. While consisting of similar
features, the academic support endeavors of no two departments or divisions are alike.
Three basic types of College resources are available for academic support endeavors as
follows.

1. Work performed by academic administrators and administrative staff. This type
of work is considered part of the administrator’s or staff member’s primary role
and duties and is thus compensated by the employee’s regular salary without
extra compensation.
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a. Administrators and administrative staff may not delegate this type of 
work to full- time faculty members. 

2.  Work performed as part of the full-time faculty’s service obligation. This type 
of work is considered part of the faculty’s primary role and duties and is thus 
compensated by the faculty’s regular salary without extra compensation. 

 
a. Full-time faculty appointments have both teaching and service 

components that require a full commitment to working time and 
effort. 

 
b. Deans and chairs shall ensure that work that is part of a faculty member’s 

service obligation is not compensated with extra remuneration. 
 

3. Work performed by faculty members with extra contract remuneration, 
including one- time contracts and coordinator contracts. This type of work is 
outside of a faculty member’s primary role and outside of expected service to 
the institution. 

 
a. Work performed by faculty members with extra compensation shallnot 

interfere or conflict with the faculty members’ primary roles and 
assignments. 

 
b. Deans and chairs shall not delegate to faculty members tasks that are the 

primary duty of the dean orchair. 
 

c. Federal or restricted funds generally cannot be used for payment of 
extracompensation contracts for faculty. Any employee whose primary 
assignment is paid from federal or restricted funds with a base salary of 
1.0 FTE may not receive extra compensation regardless of funding source, 
except when authorization is written into the contract or grant prior to its 
issue; or written permission is obtained after the grantor contract is issued 
from the appropriate agency’s grants and contracts officer. 

 
d. Academic support work performed by faculty members with one-time 

contract remuneration will be for defined “deliverables” (new 
curriculumresources, online courses or materials, written documents, 
accreditationreviews, publications, laboratory organization and 
maintenance, equipment repair, etc.). 
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e. No department supervised by a department chair shall have departmental 
or program coordinator positions. Coordinators serve in divisions, not 
departments, and are remunerated according to established 
procedures. 

B. Deans and Chairs’ Role in Distribution of Duties: In cooperation, deans and chairs shall 
organize academic support work with the departments and divisions such that all 
employees involved in the work carry out appropriate roles with appropriate distribution 
of duties, and such that all persons have appropriately equitable access to opportunities. 
It is essential that deans and chairs carefully plan and designate work assignments among 
the above three types of College resources, ensuring an appropriate and equitable mix 
that accomplishes the department or division’s objectives but observes and obeys 
guidelines. It is the deans’ and chairs’ fundamental responsibility to understand, 
communicate, and observe guidelines related to academic support work. 

 
C. Procedures for Compensating Full-Time Faculty for Academic Support: Academic 

support work performed with extra compensation shall be for defined “deliverables.” 
With the exception of remuneration for program coordinators or for concurrent 
enrollment evaluation (which are determined by other existing formula and precedents), 
and with the exception of academic support work for which external grant sources 
stipulate the level of remuneration, the following are procedures for establishing 
contract remuneration for faculty members for academic support work of more than 
$500: 

 
1. The Academic Administrator writes a Request for Proposal (RFP, see online 

form) that describes the deliverables in concrete and measurable terms that 
specify qualitative and quantitative characteristics by which the outcome is to 
be judged as acceptable and successful. The RFP will include a discussion of 
any deadlines and resources for the deliverables, as well as key College 
offices to be involved in their creation or completion. Also, the RFP will 
specify the total compensation to be awarded forth deliverables. 

a. Online Form: http://i.slcc.edu/hr/docs/rfp-form-update_oct-2018.pdf 
 

2. The Academic Administrator submits the RFP to the dean for approval 
signature, and once the dean has approved the RFP, the Academic 
Administrator shall send a copy of the signed RFP to all full-time faculty in the 
division or department. 

3. All faculty in the division or department shall be allowed to submit proposals 
(see form below) in response to the RFP. 

4. After the deadline for proposals, the dean and the chair shall award the successful 
proposal and inform all full-time faculty in the division or department. 

 
5. Once the deliverables are completed and the work is judged to be 

http://i.slcc.edu/hr/docs/rfp
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satisfactory, the Academic Administrator and the dean shall submit a 
one-time contract to remunerate the faculty member, along with 
copies of the RFP and the successful proposal. No time log shall be 
required. The criteria for judging the acceptability of the work should 
be included in the RFP, and the Academic Administrator should not 
submit the one-time contract until those criteria have been 
successfully met. 

6. The faculty member shall receive the contracted amount in a one- 
time lump sum payment following satisfactory completion of the
academic support work and completion of paperwork
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REQUEST FOR PROPOSALS 
Academic support work is not intended to replace the regular service obligations that are part of the job description of every 
full-time faculty member. Academic Administrators and Deans must ascertain that this is the case before approving 
compensation for extra academic support work. The policies and procedures outlined in the Full-Time Faculty Handbook for 
Compensation and Workload must be reviewed prior completing this proposal form. 

A Request for Proposals (RFP) and rationale explaining why the project is above and beyond the standard job description 
and essential job duties must be included with a one-time payment request. Approvals to use this project towards 
reassigned time must complete in advance of submitting an RFP. 

Date: Select One:  Commissioned  Open 

Is this project part of a grant?  Yes No Grant Name: 

Project Originator 

First Name: Middle Initial: Last Name: 

Banner ID: 

Faculty Member 

First Name: Middle Initial: Last Name: 

Banner ID: 

Project Summary 

Service Performed for (Department, Program, Organization etc.): 

All proposals are due back to the Budget Center/Project Manager no later than: 

Project Summary 
Briefly summarize the project and timeline. 
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Project Description 
Describe and elaborate on the work to be completed, and how you are going to implement and complete this project in a timely manner 

Criteria for satisfactory completion of work: 

Justification for selection of this faculty member (for open RFP only): 
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Rationale for Academic Support Work with Extra Compensation: 
(Faculty, Associate Dean and Dean provide rationale below explaining why this project is above and beyond 

the standard job description and essential job duties of the faculty member). 

Faculty Comments: 

Associate Dean Comments: 

Dean Comments: 
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Additional documentation (will be attached to printed PDF) 
Index: Account: Amount: 

Compensation Remuneration: One Time Reassigned Time 

Faculty Member Signatures 
By signing below, I agree to the terms above and will satisfactorily complete the work listed for the 
compensation offered. I also understand that I may not begin work until signed preapproval has been 
authorized. 

Faculty Signature S-Number Date 

PRE‐/Approval Signatures 

Budget Center Manager (Originator) Date 

Associate Dean Date 

Dean Date 

Provost (Signature required if over $5,000) Date 

Post‐Approvals Signatures 
I certify that the work described above has been satisfactorily completed in compliance with guidelines and to my 
satisfaction and thereby is eligible for payment. 

Budget Center Manager (Originator) Date 

Provost (Signature required if over $5,000) Date 

Online Form located: http://i.slcc.edu/hr/faculty/full-time-faculty.aspx 

http://i.slcc.edu/hr/faculty/full-time-faculty.aspx
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APPENDIX 12 

Teaching Excellence Award 
Purpose. The purpose of this document is to articulate the principles, criteria, and process of 
the SLCC Teaching Excellence Award. Because the purpose of the award is to recognize true 
excellence in professional educators, the principles, criteria, and process that result in the award 
must also reflect the highest professionalism. To that end, we advocate the following for 
consideration of the Senate, the Cabinet, the President, and the SLCC Foundation. 

Principles. The Teaching Excellence award is grounded in the following principles: 

• The award should reflect a cumulative body of teaching excellence rather than just
a single year of fine work.

• Teaching excellence encompasses professionalism both within the classroom and in
service to the department, division, College and community.

• Claims of excellence must be supported by credible evidence. (See (*) onpage2.)
• The principles, criteria and process involved in the award must be transparent and public.
• Nominations should include those most knowledgeable about a faculty member’s

professional effectiveness – students, faculty colleagues, and division chairs/program
directors. (All members of the College community are eligible to nominate a faculty
member; however, they must collaborate with the nominee’s department colleagues and
division chair/academic administrator.)

• Nominations must reflect the support of the faculty member’s department
colleagues and division chair/academic administrator.
The review process should reflect the considered involvement and judgment of
faculty colleagues and division chairs/academic administrator.

• Anyone with a conflict of interest – a student, a faculty colleague, a staff
member, or an academic administrator – must recuse herself or himself from the
nomination and review process.

• The awards shall be based on merit alone. Merit means exemplary achievement in all
criteria. Previous recipients are eligible. However, all else being equal, a nominee who has
not received the award would take precedence over one who has.

Criteria. A nominee must have achieved excellence in each of the following: 

• At least three years of consistently excellent performance as a teacher – i.e., the
nominee enables students to learn.

• A sound understanding of teaching and pedagogy as evidenced by successful work
with students.

• Student evaluation scores that reflect student confidence in the faculty member as a teacher.
• Successful curriculum development.
• Effective collaboration and relationships with colleagues.
• Outstanding service to the department, division, College and community.
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• Professional activities and scholarship.
Process. Nominations should adhere to the following process: 

• The Faculty Senate announces to the College community in December of the academic year that
(1) Nominations are open, (2) written guidelines are available, and (3) written nominations are
due in February of the academic year. (The actual due date will be part of the announcement
that nominations are open.)

• All members of the College community – students, faculty members, staff, and administration
– are eligible to nominate a faculty member; however, the nomination must include the
written support of the nominee’s department colleagues and division chair/academic
administrator.

• Those nominating the faculty member must submit a written nomination (see N.B. below)
that includes credible evidence* of the following:
- at least three years of consistent teaching excellence, that is., evidence that the faculty

member enables students to learn
- the faculty member’s sound understanding of teaching and pedagogy
- student evaluation scores that reflect student confidence in the faculty member as a teacher
- successful curriculum development
- effective collaboration with colleagues
- outstanding service to the department, division, College and community
- scholarship and other professional activities

*Credible evidence includes letters of support from students, fellow teachers, academic or other
administrators, and staff members; professional recognitions, awards and memberships; a selection
of the nominee’s work – e.g., examples of curriculum development, innovative approaches in the
classroom, presentations at conferences, sponsorship of students participating in competitions, etc.

• Nominations must be submitted by the announced deadline.
• A Review Committee comprised of five representative faculty and two academic administrators

from across the disciplines will screen all nominations to ensure that they meet minimums and
to document all nominations received.

• The Review Committee will then forward the nominations to the SLCC Foundation for final
selection.

*Note Bene: The merit of the nomination rests on the credibility of the evidence, not on the eloquence
of the language. See model nominations available in the FTLC and on the Faculty Senate website.

Teaching Excellence Award TIMELINE Revised October 19, 2009 

Call for the Nominations announcement. December (Fall Semester) 

Nominations Due. First week of February (Spring Semester) 

SLCC Review Committee. Second week of February (Spring Semester) 
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SLCC Foundation reviews nominations and selects 
award recipients. 

Last week of February (Spring Semester) 

SLCC Foundation notifies recipients, FTLC, Institutional 
Marketing and individuals not selected 

Before Spring Break 

FTLC notifies photographer of the number and names of 
recipients who will be coming for photographic sitting 

End of March 

FTLC notifies recipients about arranging setting with 
photographer, recognition at Commencement and 
process for ordering cap and gown; and the manner in 
which recipients name will appear on a nameplate 
FTLC notifies Secretary of Faculty Convention to invite 
recipients 
Name and title plates to be ordered After receipt of information from recipients. 

Plaque production After recipients have photographs taken, and 
name and title plates are complete. 

Display plaques Prior to the beginning of the Fall Semester. 

Sample Nomination 
Selection Committee, Teaching Excellence Award 

Salt Lake Community College Foundation 

Salt Lake Community College 

RE: Nominating for the SLCC Teaching Excellence Award 

Dear Selection Committee Members: 

As the enclosed information demonstrates, a significant number of practicing teachers and other 
colleagues believe that should receive one of the SLCC Teaching Excellence 
Awards for this academic year. As we will outline, and as the outpouring of support indicates, 

is committed to teaching and learning at SLCC. In particular, we will focus on 
’s commitment to the College through her efforts in: 

• teaching and pedagogy;

• curriculum development;

• collaboration with colleagues; and,

• scholarship and other professional activities
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Teaching and Pedagogy 
  ’s commitment to teaching and learning during their years as a full-time faculty, and in 
classes they taught as an adjunct faculty member prior to that, is their greatest strength. Continually 
assessing and redesigning her classes based on those assessments has endeavored to find 
better and closer links between her teaching methods and the learning outcomes of her courses. They 
continue to adapt their courses to help students grapple thoughtfully with complicated ideas and use 
those to become better critical thinkers and problem solvers, to develop their professional skills, and, 
generally, to understand the complexities of the world around them. In particular, has 
recognized that the traditional mode of lecturing at students has become increasingly outdated and 
unproductive given today’s world. Students dealing with a dynamic, postmodern society need teaching 
methods that will engage them on multiple levels – this requires a teacher to have the pedagogical 
understanding and flexibility to allow students the room to explore ideas and develop their own system 
for fitting into social patterns of thought and problem-solving. 

As will be discussed below, has played a leading role in developing curriculum to meet 
these needs. However, developing these classes and truly working with students in this dynamic way 
takes tremendous effort and commitment. It means being familiar with various pedagogies such as 
discussion methodology, short lecture, integrating film and video, and keeping up with the fast-changing 
technologies that impact teaching (e.g., software changes and upgrades, Internet research, presentation 
technology). It means endlessly giving students formative and summative feedback that they can use in 
future assignments, including holistic assessments with which she provides her students (sample 
included). Ultimately, it means showing the type of personal and professional concern and commitment 
to students for which SLCC is known. 

Curriculum Development 
Perhaps the area that is most known for lately is their work in curriculum 
development that has focused on designing innovative and student-centered courses. Redesigned 
  , transforming the class from a grammar-based, exercise, 
and test course, into a writing- based approach to . This involved everything from redesigning 
the computer lab in which the course was taught to developing new reading and writing 
assignments to immerse students in the activity of business writing. This development was 
foundational to the currentcourse 
  , which still employs many of the guiding principles brought to the class. 
This class is routinely assessed by students as both one of the most challenging and most useful 
courses they take at SLCC. Professors at the University of Utah who receive our business students 
also view this course, and the critical skills that students take from it into their upper-division work, 
as uniquely credible among similar courses in the USHE. 

  ’s most notable achievement is their work with to design a new business 
course. Working with the Management faculty at the University of Utah and following the Harvard 
School of Business case-study approach, worked closely with to create 
a humanities-based introduction to business. Using this innovative approach, students examine various 
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philosophies of business, including the relationship between the business and the social, the changing 
organizational structures, and the impact of business ethics. Here again, brought their 
background and knowledge of pedagogy to the class, creating a mixture of engaging methodologies for 
students to learn through. This course is not only the core class for all business majors, but has become 
one of the most successful Interdisciplinary courses at SLCC. 

  continues to be recognized for her curriculum development skills. The Marketing 
department, recognizing their work on , asked them to help with the development 
and implementation of their new Interdisciplinary course. Colleagues continue to recognize that it is 
not only  ’s curriculum development experience and commitment to pedagogy that 
make them such a valuable asset on these types of projects, it is her ability to work collaboratively 
with her peers. 

Collaboration with Colleagues 
As ’s colleagues, we can attest to the fact that her willingness to work with others, 
whether they are other full-time faculty, adjunct faculty members, or administrators, is rare. As ’s 
resume suggests, there is a long list of evidence of this fact. 

Institutionally, has fulfilled a great variety of responsibilities: 
 

Served on hiring committees and Strategic Planning sessions. 

Worked with others as a Faculty Senator, during which time she served as the Committee Chair 
for the APAFT subcommittee. 

Served as Coordinator for her department and continues to work closely with colleagues to 
ensure that classes are covered with professional instructors. 

Served as a mentor and resource to adjunct faculty. 
 

In each of these roles, they have garnered the respect of their peers by being willing to see 
multiples perspectives and still offer her own. understands well that the institutional climate 
affects morale. Consequently, they have taken on leadership positions on behalf of professionalism 
and collaboration to help create a more positive working environment at SLCC. They are a 
valuable collaborator because they are a “doer” who takes on tasks delegated to themselves, 
completing the tasks professionally and efficiently. 

However, the most important aspect of ’s collaborative spirit is that they truly are a life-long 
learner. Because of this, they have a genuine love for generating and sharing ideas with colleagues. They 
not afraid to say when they don’t know an answer or have questions. They make those around them 
more willing to participate openly and helps us to feel knowledgeable and valued – much as it does with 
students in the class. In short, as many of the other documents in this packet demonstrate,    
exemplifies the wonderful benefits of pursuing knowledge in a collaborative environment, and they help 
others to see and learn that as well. 
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Scholarship and Other Professional Activities 
Finally, as you can also see from ’s resume, Their 
commitment to scholarship is notable, particularly since this type of work is neither required nor 
encouraged amour institution. has participated as 
both an attendee and a presenter in a wide variety of conferences ranging from those organized 
by local and state educational institutions to those run by national, disciplinary-based 
organizations. In all cases, they approach the conference as an opportunity to learn from other 
presenters or from audiences who are responding to her ideas. ’s participation in 
this type of scholarly work underpins, in part, the critical approach to education that allows her 
to develop her classes and to bring the pedagogical skills she does into the classroom. 

  also brings these abilities to bear on her work here at SLCC even more directly. They 
have recently helped compile a new annotated reader for the class – a text for which they 
wrote and/or edited a majority of the introductions. They have also put together small group 
sessions at school events such as Welcome Back Orientation for both full-time and adjunct faculty. 
Another substantial piece of work that did was to put together a series of Faculty Teaching and 
Learning Center Brown Bag sessions on Discussion Methodology, sessions which are resulted in a 
small in-house publication available to interested teachers in the FTLC. 

Conclusion 
Obviously, readers of this letter will need to review the full packet of information to understand the 
remarkable contributions that has been made to SLCC. Finally, we call you attention 
to the significant number of colleagues who support   
  from a wide variety of disciplines. In addition, most of 
these colleagues are veteran teachers who understand the value of ’s 
work in so many areas. We hope that the Selection Committee will agree with all of us who feel that it is 
time for this institution to give back to this wonderful teacher for all she has given the institution. 

Respectfully, 
 
 

The packet that was submitted along with this letter contained the following: 

• A page of signatures from faculty and administrators who supported this nomination. 

• Letters from faculty colleagues. 

• Letters from students. 

• Administrative recommendations Current resume 

• Holistic assessment samples 
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APPENDIX 13 
 

Family and Medical Leave 
 

The College provides up to 12 weeks of Family and Medical Leave for full-time faculty and 
staff employees. In the case of faculty employees, the College will grant 12 weeks and will 
automatically extend the leave up to the end of the term (18 weeks) in which the leave 
began; whichever is greater, pending medical certification and review. Faculty members 
will be responsible for benefits premiums past 12 weeks. Compensation for Family and 
Medical Leave will follow College Policy #C2S04.13. The Family and Medical Leave is 
administered by the Human Resources office. 
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