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fulfillment of individual aspirations and a deeply rooted commitment to the public good.

INTRODUCTION

This Handbook serves as a guide for tenured and tenure-track faculty members throughout their academic careers at
Occidental College. This document delineates their responsibilities as teachers, scholars, mentors, and guardians of
the academic program. Guidelines for tenure and promotion, organization and governance, and college policies that
pertain to members of the Occidental community appear within its pages. The document also includes information
about the college’s employment benefits and regulations.

This Handbook also describes policies affecting non-tenure track (NTT) faculty. Where such faculty are also union
members, the CBA (Collective Bargaining Unit) supersedes the policies outlined here.

This Handbook does not detail every aspect of institutional life for a faculty member. Therefore, we depend upon the
Faculty Council and the Dean of the College to be resources on all matters concerning faculty and both to be
responsible for the contents of the Handbook and for communicating its content to the faculty.

Proposals for modifications to the Handbook may originate from the faculty (individual faculty, faculty committees
or groups, the Faculty Council), the Dean or the President. To be considered within a given acadenof which will be determined by Faculty

Council upon submission:
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faculty meeting for proposed category 1 and category 2 changes. If no faculty member, including those faculty
members serving in an administrative role, expresses objection or suggests modifications to the proposed change,
the change will be approved and the approval will be announced at the subsequent faculty meeting. A faculty
member, including those faculty members serving in an administrative role, who objects to a proposed change must
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indicate their objection and/or amendment via an online portal provided on the protected website. The Faculty
Council President will then contact that individual who may elect to bring the proposed change to the floor at a
subsequent Faculty Meeting for discussion and
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D. Degree Requirements

Appointment at the rank of Assistant P
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a. Process and Principles

(1) The Review Committee Chair shall work with the candidate to be certain that the review file is
completed in a timely manner. By April 30 of the prior academic year, the Chair of the Review
Committee will confirm the current membership of the Review Committee with the Dean. The
candidate submits a portfolio (see b) below) to the Review Committee by October 30.

(2) The Review Committee will review the evidence provided by the candidate and assess the
candidate in teaching, professional achievement, and service to the college. The Review
Committee will write an honest assessment of the candidate’s strengths and areas where
improvement is expected.

(3) The Review Committee will provide the candidate a copy of the review, signed by all of the
members of the Committee. The candidate will sign the document before it is submitted,
indicating that they have had an opportunity to read the document and have received a copy. The
signed review will be submitted by the Review Committee Chair to the Dean of the College by
December 15. A copy of the review will also be retained by the Department Chair.

(4) All documents that are part of the review, except for the student course evaluations, must be
submitted electronically in a manner described by the Dean of the College for access by the
Review Committee and later by the Advisory Council.

(5) The Dean will meet with candidates in their second year by April 1 to discuss their first year
review.

b. What the Candidate Provides to the Review Committee

(1) a current curriculum vitae;
(2) copies of all annual reports which discuss teaching, professional achievement and service;
(3) copies of any Review Committee Reports;
(4) relevant course syllabi, exams, and related materials;
(5) student course evaluations with summary sheets;
(6) all peer teaching observations and evaluations during the period of review (as described in VII.I);
(7) course grade comparison sheets;
(8) summary grade reports (which may be obtained from the Dean’s office) for all courses taught

during the period under review;
(9) publications, manuscripts, and other evidence of scholarship and professional achievement;
(10) any other documentary evidence that might assist in an evaluation.

3. Pre-Tenure Reviews

Faculty will be reviewed during their third year of appointment as a regular faculty member.

a. Process and Principles

(1) The Review Committee Chair shall work with the candidate to be certain that the review file is
completed in a timely manner. By April 30 of the faculty member’s second year, the Chair of the
Review Committee will confirm the current membership of the Review Committee with the Dean.
The review portfolio as described below in b) must be completed and submitted to the Dean’s
Office by August 15. After August 15 no other new information will be accepted except when
requested by the Advisory Council or approved for inclusion by the Advisory Council at the
candidate’s request.
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The Dean of the College, in consultation with the President as necessary, may grant a one-time one year
extension to the length of time before a candidate’s tenure review. Such extensions may be granted to
candidates who have had children during this period, or who have encountered o�s܀ieapee܀hdos܀tatione,
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b. What the Candidate Provides to the Dean

It is the candidate’s responsibility to present their best case through a portfolio of relevant materials.
Each faculty member under review is responsible for assembling this portfolio for submission to the
Dean. The following is the College’s recommendation of what should be included in the portfolio.

(1) a narrative that contextualizes the evidence in all three criteria for review. In the section on
professional achievement, there should be a discussion of future plans for professional work;

(2) a current curriculum vitae;
(3) copies of all annual reports which discuss teaching, professional achievement and service;
(4) copies of all Review Committee Reports and any correspondence from the Advisory Council;
(5) relevant course syllabi, exams, and



reappointment recommendations by October 15. These letters are exclusively for consideration by
the Advisory Council, and in the case of a grievance, the Hearing Board.

(3) The Dean of the College will solicit at least four confidential letters from persons in the faculty
member's field regarding their professional work for use in the Advisory Council review. These
letters may or may not be solicited from the individuals suggested by the candidate or by the
Department Chair. These letters are solicited by the Dean of the College, exclusively for
consideration by the Advisory Council, and in the case of a grievance, the Hearing Board.

f. Examination of Files

All materials in their file, other than
egnn







and the Board of Trustees. The Dean of the College normally communicates the final decision to
the candidate immediately following the spring meeting of the Board of Trustees.

c. What the Candidate Provides to the Dean

It is the candidate’s responsibility to present their best case through a portfolio of relevant materials.
Each faculty member under review is responsible for assembling this portfolio for submission to the
Dean. The following is the College’s recommendation of what should be included in the portfolio.

(1) a narrative that contextualizes the evidence in all three criteria for review. In the section on
professional achievement, there should be a discussion of future plans for professional work;

(2) a current curriculum vitae;
(3) copies of all annual reports which discuss teaching, professional achievement and service;
(4) copies of the Review Committee’s Associate Professor Review and Advisory Council response;
(5) relevant course syllabi, exams, and related materials;
(6) student course evaluations with summary sheets;
(7) course grade comparison sheets;
(8) summary grade reports (which may be obtained from the Dean’s office) for all courses taught

during the period of review;
(9) publications, manuscripts, and other evidence of scholarship and professional achievement;
(10) any other documentary evidence that might assist in an evaluation.

The candidate must provide a list of 20 students who have been enrolled in one or more of the faculty
member's classes, or for whom the faculty member served as a pre-major or major adviser since
promotion as Associate Professor electronically to the Dean‘s Office by April 30.

c. Role of the Review Committee Chair

In consultation with the candidate, the Review Committee Chair will recommend names of members of
the Occidental faculty and staff to the Dean of the College, who will solicit letters, evaluating the
faculty member's observed teaching, and/or program of professional development, and service to the
college by April 30. These letters should be sent directly to the Dean by the faculty or staff member by
September 15.

d. What the Review Committee Provides to the Dean

The Review Committee submits its report and any statements of dissenting views, signed by the
candidate, to the Dean of the College by September 30.

e. What the Office of the Dean of the College Provides to the Advisory Council

In addition to all the materials provided to the Review Committee, the Dean of the College will
provide the following to the Advisory Council.

(1) Confidential letters solicited from students discussing the faculty member's teaching and advising.
These letters will be solicited by the Dean of the College from the list of 20 students provided by
the candidate and from a random list of 20 students enrolled in one or more of the candidate's
courses, or for whom the faculty member served as a pre-major or major adviser since the tenure
review. These letters are exclusively for consideration by the Advisory Council, and in the case of
a grievance, the Hearing Board.
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b. Only the Dean of the College or the President makes announcements of reappointment, tenure and
promotion decisions.

c. Special meetings may be called by the Dean of the College or the President, or at the request of any two
elected Council members. Except for persons specifically invited by the Council or the President,
attendance at meetings shall be limited to Council members and the President.

d. The Dean of the College shall record the decisions of the Council on all matters.

e. Seven of the eleven members of the Council constitute a quorum, which is sufficient for any official
action. Every effort is made to schedule meetings at times when at least nine Council members will be
present.

 
f. In tenure and promotion decisions, or in second stage full professor reviews, Council members shall have

access to all previous Dean’s summaries of Council personnel recommendations.

g. No minutes of Advisory Council meetings are kept.

h. All Council members, including the Dean of the College as Chair, have one vote.

i. Proxy voting by members unable to attend a meeting is not permitted, although they may present their
opinions in writing on any issue to be voted on in their absence.

 
j. Affirmative motions for tenure and/or promotion require a 2/3 majority of those present as does a vote to

defer until a subsequent year. Thus, if eleven Council members are present at the time of voting, eight
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1. Regular meetings of the faculty are scheduled from August to May









F. Annual Faculty Reports

Each member of the faculty is required to submit an annual report and CV to the Dean of the College. This
report is normally due June 30th, completed on-line, after teaching evaluations from the previous semester
become available. These annual reports are read by the Dean of the College and the Associate Dean for
Faculty Affair�



will be paid at the established percentage but only on the salary actually earned



 
2. Requests for leaves of absence must be appror晇v



forward the documents to the entire Hearing Board. The Chair of the Hearing Board shall request in writing
by email that the Dean submit copies of the Review Committee’s report and the Dean’s summary letter of
the Advisory Council’s action. The Dean has one week from receipt of request to submit these materials.
The Hearing Board must decide within two weeks of receipt of these materials as to whether a detailed
investigation is warranted and notify the complainant in writing of its decision. If an investigation is
warranted, the Hearing Board must complete its work within six weeks
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The composition of a Hearing Board is determined by the Council, which each year creates a randomly
generated list of all eligible tenured faculty (see above and Section V.C.). Hearing Boards shall consist of
five tenured faculty members drawn from that randomly generated list. The following faculty members are
not eligible to serve on Hearing Boards requested in these cases: all members of the department or program
involved and/or Review Committee; current or past members of Advisory Council who adjudicated the
case when the complaint is against either the Dean or the President regarding a tenure decision; current
Faculty Council members; members of the
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the Dean, the President must be sent the Hearing Board’s report. If the complaint is against the President,
the Chair of the Board of Trustees must be sent the Hearing Board’s report.

 
b. Advise the complainant to appeal the case to the appropriate authority.
 
c. Refer to the faculty, or suitable committee, or administrative officer any policy issues arising from the

case.
  

All the timing guidelines of this grievance process refer to regular teaching days, exclusive of reading
periods, final examination periods, and summer session. The Faculty Council may amend these deadlines if
it finds such alteration to be necessary to the successful and fair function of a Board.

Decisions may be appealed to the President (or the Chair of the Board of Trustees if the complaint is
against the President) whose decision is final.

H. Outside Employment

1. Occidental College encourages faculty involvement in activities that contribute significantly to the reputation
of the College and to the professional and scholarly stature of the faculty member, provided these activities
do not interfere with the basic responsibilities to teaching,scholarship, service to the department and the
College, and other duties within the College and that they are consistent with the College’s conflict of
interest policy. When these standards are met, work such as serving with professional associations, editing,
reviewing, writing, consulting, performing, and public service activities, whether paid or unpaid, are
considered a desirable part of the faculty member's total activity.

2. All outside employment should be described in the faculty member’s annual report to the Dean of the
College. Faculty members must request in writing permission to engage in paid outside employment that
extends over one or more semesters during the academic year and that could interfere with the faculty
member’s responsibilities to the College. This written request must be submitted to the chair of the
department and the Dean of the College well in advance of the semester in which the work is to take place.
The document must explain how expectations for department and College service will be met, and, where
appropriate, how the outside employment will contribute to effective teaching and professional growth.

3. Faculty members who accept full-time employment at Occidental College are considered to have accepted
the conditions for faculty service to their department and to the College as enumerated in this Handbook. If
a faculty member appears unable to meet these responsibilities, and if in the judgment of their department
chair and the Dean this inability results from time given to outside employment, the Dean may require that
the outside employment be discontinued.

4. Faculty members who intend to make use of College resources (for example, staff or student assistants, a
College laboratory, or certain resources of the library) in their outside employment must obtain written
approval from their department chair and the Dean of the College. This approval must specify 1) which
College resources will be used, 2) the duration of use (start and stop dates or an ongoing arrangement), and
3) why using College resources is appropriate and necessary.

5. Although the same principles apply to outside teaching, special mention should be made of this because it is
more likely to interfere with the faculty member's primary professional responsibility to Occidental
College. Outside teaching should be restricted to limited periods and should be done only when it will
contribute significantly to one's professional and scholarly growth, or when it helps to meet immediate
emergency needs of a neighboring institution. As aforementioned, faculty members are expected to submit
a written request as well in advance as possible and receive approval from their department chair and the
Dean of the College prior to accepting teaching appointments at other institutions.

 
I. Membership in Outside Organizations
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full stenographic record of the hearing in its entirety is to be prepared and made avr





F. Grad



pre-tenure review, and at least one more course between the candidate's pre-tenure review and the tenure
review.

2. For each evaluation, the candidate chooses one or more observers from the Occidental faculty in consultation
with the candidate's Department Chair or, at the discretion of the candidate, with the assistance of the Dean's
Office. At least one observer for at least one of the evaluations must be a departmental colleague from the
� the be a













APPENDIX

On Collegiality as a Criterion for Faculty Evaluation

In evaluating faculty memba
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http://www.aaup.org/statements/Redbook/1940stat.htm

