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I.  INTRODUCTION 
 

The following guidelines and procedures are reasonably flexible and are intended to assist faculty in establishing 

their own professional goals in relation to probationary reappointment, tenure, promotion or other areas of 

professional development. 

 

Professional responsibilities of permanent faculty encompass three major areas of responsibility: Teaching, 

Scholarly Activity and Service. 

 

We are a small but diverse department whose faculty members possess much education and experience as well as 

many gifts and talents.  Diversity of undergraduate programs in three separate languages, as well as talents of 

individual faculty members, must be recognized during the evaluation process.  In recognition of that diversity, the 

department has established the following guidelines:  Teaching Effectiveness shall constitute 50% of the total 

evaluation.  The remaining 50% should be reasonably balanced between Scholarly Activity and Service.   

 

At the beginning of each year, each faculty member will develop a Professional Development Plan which explains 

how he/she plans to allocate time and effort in the three different areas.  In some years, a faculty member may wish 

to devote more time to Scholarly Activity than to Service, and in other years, vice-versa.  The plan may be amended 

by the individual member any time during the year in order to take advantage of opportunities which may develop 

during the year. 

 

II. TEACHING 
 

A.  STANDARDS 
Teaching is the primary function of a faculty member in the Department of Modern Languages, and evaluation of 

teaching effectiveness will constitute 50% of the total evaluation.  The goal of the department is excellence of 

instruction, not just competence, in elementary, intermediate and advanced language courses, and culture and 

literature courses as well.  Each professor, regardless of academic rank, should strive to be a demanding, fair and 

inspiring teacher at all levels of instruction.  It is the responsibility of each professor to provide supporting evidence 

or documentation, included in his or her teaching portfolio, of achievements in these or any other categories.  

Among attributes and activities indicative of a professor's excellence in teaching are the following: 

 

1.  Expertise.  Each professor is expected to possess a mastery of subject matter sufficient to teach undergraduates 

in (1) all courses of the core curriculum within his/her language area (elementary and intermediate), (2) advanced 

language and civilization courses, and (3) advanced literature courses in the area of the professor's specialization.  

The professor's mastery of the discipline must be evident to students and to colleagues within the department.  Depth 

and breadth of professional preparation are demonstrated by the professor's formal education and experience at the 

time of initial appointment to The Citadel.  Professors who develop and teach new courses or seminars, direct 

independent studies, participate in faculty development workshops or seminars, or who expand their expertise by 

other means, exceed minimal expectations of the department. 

 

2.  Careful Preparation.  In each course and each class, the professor should exhibit the skill and mastery to 

maximize class time and to achieve course objectives.  Professors should develop and maintain teaching portfolios 

to contain course syllabi, overhead transparencies, handouts, examinations, lecture notes, course preparation, etc. 

 

3.  Presentation.  A successful language teacher is one who is enthusiastic about the discipline and energetic in 

presentation of subject matter, and who motivates students to become active learners through a variety of situations 

both within and outside the classroom. 
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4.  Assessment.  Professors should formulate tests, exams, and activities so as to confirm that learning has occurred.  

Professors should adhere as closely as possible to departmental standards of grading, especially in lower level 

courses. 

 

5.  Availability.  Professors must post and maintain at least four office hours per week in order to offer tutorial 

assistance, counsel and advice to students. The faculty is also requested to choose times convenient to student 

schedules, wherever possible. 

 

B.  EVALUATION OF TEACHING 
Members of the department will meet each year with the department head to review these standards and to discuss 

their personal teaching goals.  Evaluation of teaching effectiveness will consist of a reasonable balance of: 

 

1.  Self Evaluation.  Evidence of teaching effectiveness would include a description of efforts to improve teaching, 

innovative instructional methods, documentation of incorporation of latest development in research in one’s area of 

specialization, etc.  

 

2.  Teaching Portfolio.  The portfolio is a carefully selected collection of materials which depicts a professor's 

approach, methods, and skills in the classroom and which may be used as evidence of effective teaching.  An 

introductory summary of contents is mandatory.  The contents and organization of the portfolio are the sole 

responsibility of the individual professor.  Its contents may include, but are not limited to, the following: 

 

-Summaries of formal student evaluation of instruction (college document). 

-Syllabi, classroom assignments, handouts, writing/research assignments, tests, written lectures or lecture notes, etc. 

-Critical analyses of textbooks used in the class. 

-Proposals and/or preparation for courses. 

-Reports to colleagues on experimentation with new teaching methodology. 

-Formal presentations to peers about specific classroom methods. 

-Unsolicited written testimony from students regarding teaching effectiveness. 

-Development of teaching materials (e.g., slide presentations, computer presentations). 

-A list of students whom the instructor may have influenced to become a language major or minor. 

-Videotapes of classroom performance. 

 

3.  Peer Evaluation.  In accordance with the attached Departmental Policy on Peer Review of Teaching (adopted 7 

Nov 2012), candidates for probationary reappointment are to be observed and evaluated on a regular basis: by the 

Department head and  by tenured members of the section.  Candidates for promotion are to be observed and 

evaluated at least once per course taught since their last promotion.  Candidates wishing to present a more diverse 

application may ask other members of the Department and/or College faculty to observe their classes beyond the 

required visit(s).  The class(es) to be observed should be agreed upon in advance by both observer and instructor. 

 

Observers should sit quietly in the room, and document in detail the instructor’s teaching and classroom-

management practices.  Within a week, the observer should provide the instructor with a written evaluation of 

observation. 

 

4.  Student Evaluations should comprise no more than 30% of the total evaluation of teaching effectiveness.  
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III. SCHOLARLY ACTIVITY 

 

A.  STANDARDS 

Active participation in scholarly and professional activities is essential to enhance and broaden a professor's 

knowledge and experience, to improve teaching effectiveness by assuring that the faculty member is up-to-date on 

most recent developments and trends in the profession, and to reflect favorably on the department and the college 

within the intellectual community of scholars.  Scholarly activity will ideally enhance the individual professor's 

teaching expertise and performance as well as the positive perception of the faculty, department and college as a 

whole.  The following activities are not exclusive, nor are they in hierarchical order. 

 

1.  Publications 

 

-Publishing a monograph. 

-Publishing articles in professional journals and book chapters. 

-Publishing critical or annotated editions, chapters, anthologies, textbooks, translations, novels, collections of 

poems, plays, collections of essays by other scholars. 

-Publishing book reviews and encyclopedia entries. 

 

(N.B.: Acceptance of a submission for publication by the editor of the journal or press constitutes publication.) 

 

2.  Presentations 
 

-Presenting research at international, national, regional or statewide conferences. 

-Presenting research or lectures before other bodies. 

 

3.  Other Scholarly Activity 

 

-Editing a scholarly journal. 

-Editing Encyclopedias and dictionaries.   

-Serving on the editorial board of a scholarly journal or press. 

-Writing grant proposals. 

-Developing a software/multi-media program. 

 

B.  EVALUATION OF SCHOLARLY ACTIVITY 
Faculty members of the department will meet each year with the department head to review criteria and to discuss 

particular research, scholarship and professional goals.  Evaluation of faculty achievement in the area of scholarly 

activity will be qualitative rather than quantitative.   

 

IV. SERVICE 

 

A.  STANDARDS 
In the area of service, faculty members of every rank make vital contributions to the life of the department and the 

college.  In addition to expectations that every member of the faculty be accessible to students, professors are also 

responsible for serving, in various combinations and capacities, students, the department, the college, the profession 

and the community.   As with scholarship, some service activities are more demanding of time and effort than 

others.  Therefore, faculty members are encouraged to choose their areas of service carefully.  They must keep 

careful records of both the quantity and quality of their service in order to provide documentation as the need arises.  

The following list is indicative of possibilities and does not claim to be either exhaustive or inclusive: 
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1.  Students.   
-Faculty academic advisor to individual students. 

-Faculty advisor to student organizations. 

-Company faculty academic advisor. 

-Faculty advisor to honor societies. 

 

2.  Department. Assisting in the smooth operation of the department on a daily basis and contributing time and 

talent as needed in fulfilling needs: 

-Recruitment of majors and minors. 

-Assessment and evaluation. 

-Departmental committees and subcommittees. 

-Mentoring junior faculty. 

-Organizing presentations by visiting scholars for the department. 

 

3.  College. 
-Chair/member of a standing committee. 

-Chair/member of an ad hoc committee. 

-Chair/member of a subcommittee. 

-Director of the campus programs. 

-Organizing presentations by visiting scholars for the college. 

 

4.  Profession.   
-Serving as editor or officer in a professional organization requiring primarily managerial skills. 

-Serving as an officer in a professional organization. 

-Organizing a professional conference. 

-Organizing a session at a conference. 

-Organizing presentations by visiting scholars 

-Chairing a session at a conference. 

-Actively participating in scholarly organizations. 

-Serving in a professional capacity beyond our obligations to The Citadel (i.e. proctoring exams such as Oral 

Proficiency Interviews) 

 

5.  Community.  
-Giving lectures, speeches and workshops in the community. 

-Serving on community committees/boards.  

-Mentoring secondary school students. 

 

 

 V.  REQUIREMENTS FOR PROFESSORIAL RANKS 
 

The Department of Modern Languages adheres to the general policies and procedures as outlined in Memorandum 

3-7 (2012) and the Faculty Manual (2012). 

 

A.  Probationary Reappointment as Assistant Professor. 
The successful candidate must meet all the criteria prescribed in Memorandum 3-7.  In addition, the individual must 

provide evidence of making suitable progress toward acquiring tenure in the time period prescribed by the college.  

The tenured members of the department constitute the tenure committee to evaluate a candidate's performance for 

each year of the probationary reappointment period. 

 

B.  Tenure. 
The candidate for tenure initiates consideration for tenure through the department head, but the tenure 

recommendation is a responsibility assumed by all tenured members of the department.  The tenure committee must 

evaluate the candidate according to guidelines established by the college and the above criteria.  Evaluation will 

encompass the full period of probationary appointment, and the candidate must demonstrate that all deficiencies, if 

present, have been removed.  The candidate must also demonstrate that he or she has made sufficient progress 

toward achieving the requirements for promotion to associate professor in respect to length of time at The Citadel. 
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C.  Promotion. 

Responsibility for recommendations for promotion ultimately resides with the department head.  However, the 

department head is charged with establishing and serving as chair of a departmental promotion committee.  This 

committee is composed of the department head (unless he is a candidate for promotion, in which case the committee 

elects its own chair) and all faculty members holding rank equal or superior to the rank sought by the candidate. 

 

1.  Associate Professor. 
It is assumed by the department that successful candidates for tenure will have made sufficient progress towards 

goals defined by the associate rank and will be promoted at the same time tenure is granted.  To be considered for 

promotion to associate professor, the candidate will have attained the following standards while at the rank of 

assistant professor: 

 

-A Ph.D. encompassing expertise appropriate for teaching foreign languages. 

-Excellence in classroom teaching. 

-Outstanding scholarly promise as evidenced by articles and work in progress. 

-Other evidence of scholarly activity, such as internal and external grants for research purposes, editorial work, etc. 

-Professionalism commensurate to the position of teacher/scholar. 

-Exemplary service to cadets, the department, the college, the profession and the community. 

 

2.  Full Professor. 

Promotion to full professor should be awarded only to those who have met the college requirements for this rank 

(Memorandum 3-7) and who have achieved a level of considerable distinction in teaching, scholarship, and service.  

Minimal requirements for promotion to this rank are as follows: 

 

-A Ph.D. appropriate for teaching foreign languages. 

-Sustained excellence of teaching fully to the level expected for promotion to the rank of full professor. 

-A sustained record of publishing: e.g., either a book, published by a reputable press, chapter(s) in a book, or several 

articles in scholarly journals, and other scholarly activities. 

-Evidence of ranking among the most valued members of the department and college. 

-Outstanding record of service to cadets, the department, the college, the profession and the community. 

 

D.  Merit. 
A faculty member is to be placed in one of three categories in a merit evaluation: 

 

1.  Exceptional 

2.  Successful 

3.  Unsuccessful 

 

There are no limitations on the number of faculty who can be placed in any given category.  It is the sole 

responsibility of the department head to make this evaluation, but the head will solicit counsel from various peer 

review members.  The burden of evidence for rating professional expectations of "exceptional" or "successful" rests 

with the faculty member, while the burden of evidence for rating professional expectations of "unsuccessful" rests 

with the department head. 

 

E.  Awards. 
Recommended recipients for an award will be based on the guidelines associated with that award as established by 

college policy and will be consistent with criteria established above. 

 


