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Adopted MAY 7, 1996 
 
ENGLISH DEPARTMENT GOVERNANCE DOCUMENT 
 
Section 1  Administrative Faculty 
 
1.  Chair 
 
The Chair of the Department of English is the central administrative agent in the 
department.  The chair is the sole spokesperson for colleagues and the department, 
and the chief advocate and arbiter within the department.  As provided by college 
guidelines, the chair shall be reviewed formally at the end of his/her third year.  In 
addition to supervising the various directors and, consequently, all programs in the 
department, the chair's major duties include, but are not restricted to, the following: 
 
 a. representing the department to the community (including local, regional, 

and national audiences); 
 b. recommending for appointment, supervising and evaluating faculty; and 

making salary recommendations; 
 c. arbitrating, alone or in consultation with others, student/faculty problems; 
 d. appointing all administrative staff and directors; chairing Executive 

Committee; 
 e. providing scholarly leadership through personal example and through 

individual guidance of faculty; 
 f. supervising and coordinating curricular matters, including the scheduling 

of teaching assignments; 
 g. negotiating and supervising the departmental budget; 
 h. hiring and supervising secretaries and other administrative staff. 
 
2.  Associate Chair 
 
The Associate Chair is the second major administrative official of the department.  
His/her primary duties include the following: 
 
 a. supervising student registration (including summer registration); 
 b. scheduling the classes of all faculty members; 
 c. recruiting and appointing all adjunct faculty in consultation with the chair, 

the Director of Composition, and the Director of Creative Writing, where 
appropriate; 

 d. supervising various day-to-day processes involved in running the 
department; and 

 e. acting as the chief administrator of the department in the absence of the 
chair. 
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3.  Directors 
 
Each administrative officer is expected to consult with the chair and department 
members whenever appropriate.  For specific matters of concern, the chair or a director 
may ask for ad hoc committees either elected by the faculty as a whole or appointed by 
the chair.  Those performing administrative tasks receive appropriate recompense in 
released time and/or increased salary where justified.  In addition to their annual 
reviews as faculty members, administrative personnel are formally reviewed by the 
faculty and the chair every two years.  When necessary, the chair may make temporary 
changes in positions and duties for one year only; after that year all changes must be 
incorporated in the position descriptions in this document.  The directors and their 
general responsibilities are: 
 
a.  Director of Undergraduate Studies 
 
The Director of Undergraduate Studies is responsible for supervising the advising 
services offered by the department to undergraduate English majors and also serves as 
spokesperson and advocate for undergraduate interests and programs in the 
department.  Duties include the following: 
 

1. supervising advising, especially to determine policies regarding the 
satisfactory fulfillment of specific requirements for the major, and in regard 
to problems that may impact graduation; doing “back-up” advising when 
Coordinator of Advising is unavailable; 

2. communicating with new and continuing English majors, especially in 
regard to academic honors and problems; 

3. working with Coordinator of Advising (student advising files are maintained 
by Coordinator of Advising) to provide information on request for faculty, 
chair, and dean, such as data towards assessment of undergraduate 
programs; 

4. overseeing undergraduate independent study applications and 
undergraduate internships; 

5. identifying students eligible for scholarships and honors, collecting 
feedback from faculty, and coordinating nominations; 

6. advising English majors on career and graduate school opportunities;  
7. relaying matters of the undergraduate major structure and related 

curricular issues to the departmental undergraduate curriculum committee; 
8. meeting with prospective students and their family members at VCU 

“Open House” and “Block Party” events; and 
9. serving as faculty advisor for the student organization, Literati, and 

keeping faculty advised of Literati events. 
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b.  Director of MA Program 
 
The Director of the MA Program oversees that graduate program, including: 
 
 1. in collaboration with the Graduate Programs Coordinator, maintaining MA 

records, student files and statistics, and processing all student forms, 
including permission requests from special students, requests for graduate 
transfer credit, etc.; 

 2. chairing the MA Committee; 
 3. coordinating advising; 
 4. coordinating and administering comprehensive examinations for 

appropriate MA students; 
 5. in consultation with the Graduate Studies Committee and the MA 

Committee, coordinating the courses offered for MA students; 
 6. presenting proposals for curricular change in the MA to the Graduate 

Studies Committee and department; 
 7. participating in the selection of GTAs and presenting to the Graduate 

Studies Committee the MA Committee's candidates for those posts; 
 8. coordinating the recruiting of students for the MA, including relevant public 

relations (admission decisions are made by the MA Committee); and  
 9. administering the policies and curriculum of the MA, in coordination with 

the MA Committee. 
 
c.  Director of Creative Writing/Director of MFA Program 
 
The Director of Creative Writing/the MFA Program acts as the central coordinator for 
creative writing matters in the department, most importantly by overseeing the operation 
of the MFA Program in Creative Writing.  The director also represents the department in 
its role as a center for a variety of creative writing activities in the community.  Among 
the director's major responsibilities are the following: 
 
 1. administering the policies of the MFA Program and acting as liaison 

between the creative writing faculty, the department, and the chair;  
 2. in collaboration with the Graduate Programs Coordinator, maintaining 

MFA records, student files and statistics, processing all creative writing 
student forms, including permissions requests for workshops by special 
students, requests for transfer of graduate credit, requests for change 
from provisional status, etc; 

 3. recruiting creative writing students, including relevant public relations 
(admissions decisions are made by the MFA Committee); 

 4. in consultation with the Graduate Studies Committee and the MFA 
Committee, coordinating the MFA courses being taught and making 
certain that needed courses are offered; 



 
 
 6

 5. directing, or overseeing, activities involving visiting writers; 
 6. coordinating MFA theses and defenses, with the thesis advisors; 
 7. presenting proposals for curricular change in the graduate program to the 

Graduate Studies Committee and, when appropriate, proposing changes 
in undergraduate creative writing courses to the Undergraduate 
Curriculum Committee;  

 8. participating in the selection of Graduate Teaching Assistants; and 
 9. acting as liaison between the MFA Program and the department and the 

various community groups involved in creative writing activities, and 
encouraging creative writing faculty participation with such groups. 

 
d.  Director of the PhD Program in Media, Art, and Text 
 
Drawn from one of the participating units, the Director of the interdisciplinary PhD 
Program in Media, Art, and Text oversees the enrollment, advising, and progress of 
MATX students. He/she is also responsible for the daily operations of the MATX 
Program and serves as spokesperson and advocate for the interests of the program in 
the participating units, in the college, and in the university. The director also represents 
the program in its role as a focus for a variety of interdisciplinary scholarly and creative 
activities in the university and in the community.  Among the director's responsibilities 
are the following: 
 
 1. chairing and working closely with the MATX Committee in administering 

the policies and curriculum of the MATX Program; acting as liaison among 
the English department, the School of Mass Communications, the School 
of the Arts, and their faculty members teaching in the program;  

 2. coordinating the recruiting of students for the MATX Program, including 
relevant public relations (admissions decisions are made by the MATX 
Committee); 

 3. coordinating the selection of candidates for Graduate Teaching 
Assistantships, fellowships and grants (assignment decisions are made by 
the MATX Committee); 

 4. advising every MATX student initially and coordinating the matriculation,  
  coursework, and the selection of dissertation committees;  
 5. in collaboration with the Graduate Programs Coordinator, maintaining 

MATX records, student files and statistics, processing PhD student forms, 
including requests for independent studies (to be approved also by the 
MATX Committee) and internships, requests for transfer of graduate 
credit, requests for change from part-time to full-time status; 

 6. in consultation with the MATX Committee and the chairs/deans of the 
participating units and Schools, coordinating the MATX courses being 
taught and attracting and orienting faculty to the MATX Program; 

 7. presenting proposals for curricular change to the MATX Committee and to 
the administration of the participating units;  
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 8. coordinating and scheduling the demonstration of competencies and the 
qualifying examination;   

 9.  approving dissertation projects in consultation with the MATX Committee 
and scheduling MATX dissertation defenses in coordination with the 
dissertation advisors; 

 10. acting as liaison between the MATX Program and various community 
groups involved in interdisciplinary scholarly and creative activities, and 
encouraging MATX faculty participation with such groups. 

 
—Adopted May 2007 
 
e.  Director of Composition & Rhetoric 
 
The Director of Composition is responsible for all writing courses (remedial and regular 
lower division, upper division, and graduate), exclusive of creative writing.  The director 
is responsible for, among other things, the following: 
 
 1. orienting new faculty to the writing program; 
 2. consulting with the chair and associate chair to recruit and hire adjunct 

faculty for writing courses; 
 3. participating in the appointment of Graduate Teaching Assistants; 
 4. training and overseeing the work of teaching assistants and adjunct 

faculty; 
 5. preparing writing course materials, instructor's manuals, guides to 

courses, course syllabi, etc. 
 6. recommending appropriate textbooks for writing courses; 
 7. testing and placing students in appropriate writing courses, and evaluating 

student writing for exemption from courses, including CLEP examinations; 
 8. assessing the Composition and Rhetoric Program and formulating 

proposals for curricular change to the faculty; 
 9. coordinating, in collaboration with the Director of the MA Program, the 

Writing and Rhetoric option for the MA in English; 
 10. acting as liaison with Writing Across the Curriculum programs in the 

college and university, and with the Writing Center, including the 
computing facility used by the composition program; and  

 11. seeking and directing grants to improve the teaching of writing. 
 
f.  Associate Director of Composition & Rhetoric/Director of the Writing Center 
 
The Associate Director of Composition is fully responsible for administering the VCU 
Writing Center and shares, as much as possible, responsibility with the Director of 
Composition for managing all writing services offered by the department, exclusive of 
creative writing.  These duties include, but are not limited to: 
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 1. training, supervising, and evaluating graduate teaching assistants and 
adjuncts; 

 2.  preparing writing course materials, instructor's manuals, guides to 
courses, sample course syllabi, etc.; 

 3. assessing the Composition & Rhetoric Program and formulating proposals 
for curricular change; 

 4. seeking and directing grants to improve the teaching of writing; 
 5. working with the Computer Coordinator to coordinate staffing, scheduling 

and general operations of the Writing Center and the department's 
computer facilities for students.    

 
Section 2  Committees 
 
1. Executive Committee 
 
 a. The Executive Committee advises the chair on matters of policy and 

decision-making.  It is concerned with matters related to curriculum, 
personnel, budget, scheduling, staffing, faculty development, and other 
matters as the chair and representatives see appropriate. 

 
 b. The Executive Committee is elected/appointed annually and shall be 

composed of: 
 
   2 full professors (elected by peers) 
   2 associate professors (elected by peers) 
   1 assistant professor (elected by peers) 
   1 full-time instructor or lecturer (elected by peers) 
   2 faculty members (appointed by chair) 
   Director of MA Program 
   Director of Creative Writing 
   Director of PhD Program in Media, Art, and Text  
   Director of Composition & Rhetoric 
   Director of Undergraduate Studies 
   Associate Chair 
   Chair (ex officio chair of committee) 
 
 c. The Executive Committee is advisory and consultative, although the chair 

may poll the members or call for a vote on certain issues. 
 
 d. As representatives of the faculty, members of the Executive Committee 

should discuss with their colleagues policy issues not related to specific 
personnel. Issues related to specific personnel should be treated as 
confidential.  Members of the Executive Committee should bring to the 
chair and committee the concerns and suggestions of their colleagues.   
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 e. The chair will inform the faculty of policy decisions and present the 

rationale underlying those decisions. 
 
 f. The composition of the Executive Committee will be re-examined 

periodically to reflect changing ratios in faculty ranks and changes in 
administrative structure. 

 
2.  Standing Committees 
 
All elected and appointed members of standing committees serve two year terms.  The 
committees include: 
 
a.  Graduate Studies  
 
(Membership: Directors of MA Program, MFA Program, PhD Program in Media, Art, and 
Text, Composition & Rhetoric, Associate Chair, Chair [ex officio chair], Graduate 
Academic Committee representative, 2 elected [1 MA faculty, 1 MFA faculty]) 
 
The Graduate Studies Committee coordinates the activities of the department's 
graduate programs.  The Committee makes recommendations to the Chair of the 
department for action.  It initiates and recommends general policies and procedures 
common to both programs.  As representative of the MA Committee, the MA Director 
brings policies and procedures related to that program to the Graduate Studies 
Committee for review. As representative of the MFA Committee, the MFA Director 
brings policies and procedures related to that program to the Graduate Studies 
Committee for review.  The GSC will: 
 
 1. establish guidelines for recruitment, encourage and coordinate the 

recruitment efforts of both programs; 
 2. review admissions policies and procedures for both programs as needed; 
 3. establish written guidelines for awarding GTAs, new and continuing, and 

review GTA awards for both programs; 
 4. investigate opportunities for other forms of financial aid and establish 

guidelines for awarding such aid; 
 5. encourage curricular interaction among MA, MFA and PhD programs, 

including reviewing major changes in programs;    
 6. consider and recommend to the department new course proposals; 
 7. establish short- and long-range plans for graduate scheduling and 

recommend to the chair each semester's course offerings; and 
 8. update and approve the Graduate Bulletin copy. 
 
—Revised May 2007 
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b.  Composition  
 
(Membership: Director of Composition & Rhetoric [ex officio chair], 2 elected, 3 
appointed) 
 
This committee exercises general oversight responsibility for the department's 
undergraduate Composition & Rhetoric courses, including: 
 
 1. bringing to the department formal proposals for all course additions, 

deletions and changes to undergraduate writing courses (exclusive of 
creative writing); 

 2.  advising the Director of Composition & Rhetoric regarding on-going 
activities of the program (textbook adoptions, placement testing, etc.). 

 
c.  PhD (MATX) Program Committee 
 
(Membership: Director of the MATX program [ex officio chair], Coordinator of Graduate 
Programs in the English department [as a non-voting member], a minimum of three 
faculty from each of the participating units [the Department of English, the School of 
Mass Communications, and the School of the Arts])  
 
This committee exercises general oversight responsibility for the PhD Program in 
Media, Art, and Text, including: 
 
 1. evaluating applications for admission to the program and selecting the 

incoming class; 
 2. selecting candidates for Graduate Teaching Assistantships, fellowships, 

and other funding; 
 3. investigating opportunities for forms of financial aid and establishing 

guidelines for awarding such aid; 
 4. establishing policies concerning curriculum, graduate students, student 

recruitment, admission and program requirements, student and program 
assessment, and other pertinent curricular and programmatic matters; 

 5. considering and recommending new course proposals, as well as 
graduate MATX course additions, deletions or changes;  

 6. writing and evaluating qualifying examinations; 
 7. evaluating and approving dissertation proposals; 
 8. reviewing student requests for special action (e.g., waivers of rules and 

requirements for the program, requests for change from provisional status, 
etc.); 

 9. assessing student progress and success of the program. 
 
—Adopted May 2007 
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d.  MFA Program  
 
(Membership: Director of Creative Writing [ex officio chair], all MFA faculty, 1 additional 
graduate faculty member elected by graduate faculty) 
 
This committee exercises general oversight responsibility for the department's MFA in 
Creative Writing Program, including: 
 
 1. evaluating applications for admission to the program; 
 2. recommending candidates for Graduate Teaching Assistantships to the 

Graduate Studies Committee; 
 3. bringing to the graduate faculty formal proposals for changes in program 

requirements, as well as graduate creative writing course additions, 
deletions or changes; and 

 4. identifying appropriate candidates for graduate fellowship awards. 
 
e.  MA Program  
 
(Membership: MA Director [ex officio chair], Director of Composition & Rhetoric, two  
members of the graduate faculty elected by graduate faculty) 
 
This committee exercises general oversight responsibility for the department's MA in 
English Program, including: 
 
 1. evaluating applications for admission to the program; 
 2. recommending candidates for Graduate Teaching Assistantships to the 

Graduate Studies Committee; 
 3.  bringing to the graduate faculty formal proposals for changes in program 

requirements, as well as graduate course additions, deletions or changes 
(exclusive of creative writing courses);   

 4. setting comprehensive examinations; 
 5.  approving thesis proposals; 
 6. presenting proposals to the Graduate Studies Committee and chair 

regarding scheduling and staffing; and  
 7.  acting upon special requests from graduate students in the program (e.g. 

waivers of rules and requirements for the program). 
 
f.  Undergraduate Curriculum  
 
(Membership: representative for the College’s Undergraduate Academic Committee, 3 
elected, 2 appointed) 
 
This committee exercises general oversight responsibility for the undergraduate 
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curriculum, including: 
 
 1. reviewing faculty recommendations for changes in the degree 

requirements for the department's undergraduate programs (major and 
minors) and forwarding the same to the department; 

 2. reviewing faculty recommendations for all course additions, deletions or 
changes (other than courses in composition) and forwarding formal 
proposals to the department; 

 3. forwarding all curricular changes approved by the department to the 
appropriate College committee(s); 

 4. reviewing proposals from faculty for topics courses; and 
 5. conducting appropriate assessment activities. 
 
g.  Adjunct Issues Committee 
 
(Membership: Chair, Associate Chair, Director of Composition & Rhetoric, 3 members 
elected from adjunct faculty) 
 
This committee is responsible for addressing issues of direct concern to the adjunct 
faculty, including compensation, working conditions, evaluation of adjunct faculty, and 
the like.  It shall meet monthly through the academic year. 
 
h.  Honors and Awards  
 
(Membership: 3 appointed) 
 
This committee collaborates with the Chair to identify appropriate faculty for College, 
university and other special awards and honors.  It prepares nominations and materials 
in support of those nominations. 
 
3.  Ad Hoc Committees 
 
All other committees may be elected and/or appointed ad hoc. 
 
4.  Student and Adjunct Representation 
 
Student representatives and representatives of the Adjunct Faculty may be added to 
departmental committees as appropriate. 
 
 
Section 3  Departmental Meetings 
 
1.  Meetings 
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 a. The faculty will meet at least once a month during each semester, on the 
first Tuesday of the month (or other date selected in advance), and 
whenever necessary to conduct department business.  The chair will plan 
and distribute agendas, but any faculty member may request a meeting 
and may include any item in the agenda by consulting with the chair. 

 
 b. Each faculty member (elected or appointed) responsible for specific areas 

will bring to the department meetings matters for consultation.  These 
faculty members include, but are not limited to, department directors and 
representatives on college and university committees (including the 
Faculty Senate). 

 
 c. When necessary, the department may call for the election of ad hoc 

committees to deliberate specific issues and report back to the 
department. 

 
 d. It is the responsibility of each faculty member to attend department 

meetings. 
 
 e. The adjunct faculty will elect three (3) representatives and the graduate 

teaching assistants one (1) non-voting representative each year to 
department meetings. 

 
2.  Voting, Canvassing, and Voters 
 
 a. Formal canvassing occurs for hiring priorities and for hiring decisions 
  regarding new full-time faculty.  Voting occurs for the selection of the 
  chair, changes to the Governance Document, membership on committees 
  and curricular changes. 
 
 b. Tenured and tenure-eligible faculty and collateral faculty at the assistant 
  professor rank and above are canvassed about hiring priorities and about 
  hiring decisions regarding candidates for full-time faculty positions. 
 
 c. Tenured faculty and all faculty in the English department at the associate 
  professor rank and above are eligible to vote on changes to the 
  Governance Document [cf. 3.3.d].  All faculty in the English department at 
  the assistant professor rank and above are eligible to vote on the 
  selection of the chair, membership on committees, and undergraduate 
  curricular changes that directly concern them [cf. 3.3.e].  Instructors are 
  eligible to vote on committee memberships that directly concern them and 
  on curricular issues that directly concern them. Adjunct representatives 
  are eligible to vote on curricular issues that directly concern them. The 
  graduate faculty are eligible to vote on graduate curricular issues.   
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 d. Specific voting procedures apply in each instance, as set out in the 
  following section. 
 
3.  Voting Procedures 
 
 a.  Selection of the Chair: 
 
  1.  Eligibility and Term of Service: 
   
  Any tenured faculty member may serve for a term of no more than three 

years beginning at the date that the chair becomes vacant.  He or she 
may be re-elected once, and shall become eligible again after vacating 
office for at least one term. 

 
  2.  Nominating Procedure, Documents, and Open Forum: 
   
  A meeting of the faculty shall be called to receive nominations for the 

election of a chair.  The quorum shall be one-half plus one of the full-time 
faculty.  Nominees shall have granted permission to have their names 
placed in nomination.  At this meeting candidates shall provide a vita and 
a one-page statement of their goals and qualifications for the post of chair. 
 Following reception of nominations there will be a candidates’ forum, 
open to all who wish to ask questions of prospective chairs.  If there are 
several nominees, more than one forum may be scheduled. 

 
  3.  Election Procedure: 
   
  Faculty shall vote by mail ballot, ballots being due by 4:30 p.m. one week 

from the date of the last scheduled candidates' forum.  Faculty shall place 
ballots in a sealed envelope, signed across the seal, and deliver them to 
the department's executive secretary.  The quorum will be two-thirds plus 
one of all faculty eligible to vote.  If there are more than three candidates 
on the first ballot, all candidates except the top three will be eliminated 
before the second ballot.  If there are three candidates (or the field has 
been reduced to three), the candidate with the fewest votes shall be 
eliminated and a new ballot held.  Should more than one ballot be required 
to obtain a majority, faculty will have seven days to receive and return any 
additional ballot. 

 
  4.  Declaration of Election: 
  
  If on a ballot with two candidates, one candidate receives a majority of all 

possible and valid votes, that candidate's name shall be forwarded to the 
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dean of the College of Humanities & Sciences, who may appoint or refuse 
to appoint the candidate.  If the dean refuses, or the candidate declines to 
serve after negotiations with the dean, the nomination and election 
process will be repeated immediately.  If on a ballot with two candidates 
neither candidate receives a majority of all possible and valid votes, the 
candidate with fewer votes shall be eliminated and a final ballot held 
between the remaining candidate and "None."  If the candidate receives a 
majority of all possible and valid votes, the name will be forwarded to the 
dean for appointment or non-appointment as above.  If on any ballot 
"None" receives a majority of all possible and valid votes, the dean shall 
meet with the faculty concerning opening a search for an outside 
candidate, and shall nominate an interim chair to serve for one year during 
the search.   

 
 b.  Graduate Faculty 
 
 In matters relating to the graduate programs and curricula, only graduate faculty 

are eligible to vote.  The department defines graduate faculty as those full-time 
members at the rank of assistant professor and above.   

 
 c.  Election to Committees 
 
 Votes on committee membership shall occur by secret ballot at a department 

meeting.  A quorum shall be two-thirds plus one of the faculty eligible to vote and 
election will be by the majority of those present.  

 
 d.  Governance Document 
 
 Changes to the Governance Document shall be by mail ballot, ballots being due 

by 4:30 pm one week from the final discussion of proposed changes at a 
department meeting.  Faculty shall place ballots in a sealed envelope, signed 
across the seal, and deliver them to the department's executive secretary.  A 
quorum shall be two-thirds plus one of faculty eligible to vote.  Proposed changes 
must be approved by a majority of all possible and valid votes [cf. 3.2.c].   If, by 
unanimous consent, it is moved and approved to suspend the rules, Governance 
Document changes may be approved by a vote at a department meeting, as long 
as a quorum is present and the proposed change is approved or defeated by a 
majority of all possible and valid votes. 

 
 e.  Curriculum Changes 
 
 Curriculum changes must be introduced at a department or graduate faculty 

meeting, but may not be voted upon until after a subsequent meeting.  
Curriculum changes shall be by mail ballot, according to the procedure specified 
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above for governance revisions, ballots being due by 4:30 pm one week from the 
final discussion of proposed changes at a department meeting.    A quorum shall 
be two-thirds plus one of faculty eligible to vote.  Proposed changes must be 
approved by a majority of all possible and valid votes [cf. 3.2.c].  If, by unanimous 
consent, it is moved and approved to suspend the rules, curriculum changes may 
be approved by a vote at a department meeting, as long as a quorum is present 
and the proposed change is approved or defeated by a majority of all possible 
and valid votes. 

 
 f.  Hiring Priorities 
 
 The chair will formally and regularly consult with faculty regarding departmental 

needs and hiring priorities.  At least every two years, the chair will discuss 
departmental staffing needs with the Executive Committee, and formulate a 
prioritized list of such needs to be distributed to the entire faculty.  Whenever 
specific vacancies or new positions occur or are likely, s/he will canvass all full-
time faculty above the rank of instructor for their written response, and then 
forward all responses to the Executive Committee for discussion and ultimate 
recommendation in the form of a prioritized list of several fields.  The chair will 
forward his/her recommendation to the dean together with the Executive 
Committee's list of priorities.  Both will be distributed to the faculty.  The chair will 
also consult with the Executive Committee regarding the wording of specific job 
announcements. 

 
 g.  Candidates for Hire 
 
 The chair will formally canvass all faculty and all students who participated in the 

on-campus interview of candidates for tenure-track faculty positions.  The chair 
will then formulate a recommendation for hire to the dean, and put the 
recommendation to the department for a vote.  If a majority of full-time faculty 
above the rank of instructor approve the recommendation, the chair will then 
forward it to the dean.  If it does not approve, the chair will either make another 
recommendation to the department, or forward the matter to the Executive 
Committee.  After consulting with the Search Committee, the Executive 
Committee will vote by secret ballot on which candidate to put forward.  The chair 
will then forward that name to the dean as the department's choice.   

  
 
Section 4  Departmental Policies 
 
1.  Departmental Tenure and/or Promotion Policies 
 
We recognize that tenure and/or promotion are covered by the procedures described in 
the university guidelines, Faculty Promotion and Tenure: Policies and Procedures, July 
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1, 1997, and in the "Tenure and Promotion Guidelines for the College of Humanities and 
Sciences," June 6, 1997. 
 
Tenure-eligible faculty will undergo a “Third Year Review,” following the process 
detailed in the college’s “Third-Year Review Procedures of Untenured Assistant 
Professors.”  As stated in that document, this review ordinarily takes place during the 
second semester of the tenure-eligible faculty member’s third academic year of 
appointment.  The review will include a careful consideration of the faculty member’s 
performance in the areas of teaching, scholarship, and service. The purpose of this 
review is to provide the faculty member with a timely assessment of performance and 
constructive suggestions for improvement.  A review that identifies serious deficiences 
will result in a recommendation that the appointment not be continued beyond the fourth 
year.  
 
The department has its own procedure to advise a candidate for promotion—either 
tenure-eligible/tenured or collateral—before he or she makes the final decision to 
request a peer review committee:  
  
 a. A faculty member wishing to be promoted is encouraged, but not required, 
  to request advice from the department Executive Committee about 
  seeking a promotion review.  This request should be accompanied by a 
  current curriculum vitae. 
 
 b. The Executive Committee will discuss all such requests and meet 
  individually with each potential candidate to offer its advice.  Candidates 
  for promotion serving on the Executive Committee will absent themselves 
  from discussion of their own cases.  Members of the Executive Committee 
  who are below the candidate in rank will absent themselves from the 
  discussion. 
 
 c. Whatever the advice of the Executive Committee, the faculty member has 
  the right to initiate the promotion process by requesting that the chair 
  appoint a peer review committee. 
 
 d. Collateral faculty who are denied a promotion must wait a minimum of 
  three years before initiating another request to be considered for  
  promotion. 
 
All full-time faculty are canvassed (but they do not vote) concerning all formal reviews 
involving promotion and/or tenure. 
 
—Revised November 2006 
—Revised May 2007 
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A. Tenure-Eligible Faculty  
 
General 
 
1. The chair, in consultation with the dean, will appoint a separate peer review 
committee for each candidate. Ordinarily, a committee will consist of three faculty 
members from the English department, one faculty member from outside the 
department, and one student, all with voting privileges. In special circumstances, such 
as a joint appointment, the committee makeup may vary.  All faculty members serving 
on the committee will be tenured. The candidate has the right to challenge the makeup 
of the committee as detailed in the university guidelines. 
 
2. Given the range of disciplines in the English department and the variety of 
teaching, research, and service activities within these disciplines, it is impossible to set 
out specific criteria that would apply in all cases.  The work of all candidates for tenure 
and/or promotion in all three areas will be judged according to the basic criteria of 
quality, consistency, and impact. Moreover, the College of Humanities & Sciences’ 
Tenure and Promotion document requires that, in the area of scholarship and creative 
work, units must articulate more specific guidelines appropriate to their fields.  Ours 
follow in sections A.3-12.   
 
3. Guidelines cannot account for every form that legitimate scholarly and creative 
work might take in a field as diverse as English studies.  Faculty in the VCU English 
department, for example, are involved in a number of sub-fields of English studies, 
including literary studies, textual studies, composition studies, linguistics, film studies, 
media studies, cultural studies and creative writing.  The diversity of our sub-disciplines 
notwithstanding, accomplishments in the area of scholarship and creative work 
generally fall into one of three categories: publications; conference presentations and 
readings; and grants, fellowships, residencies, and other awards.  Evaluators should 
judge all scholarly and creative work according to the general criteria of quality, impact, 
and relationship to the candidate’s research or creative program as a whole.  In this 
regard, national and international venues are generally more significant than regional 
ones, and regional venues more significant than local ones.   
 
4. The typical path to tenure and promotion, at VCU as at other English 
departments with graduate programs, is publication of a book-length work.  Of 
commensurate weight is an authoritatively-vetted critical edition of a literary text.  For 
promotion to full professor, the typical path is the completion of a second major study or 
its equivalent in other scholarly projects.   University presses with strong reputations in 
the candidate’s field of study will continue to carry the greatest weight in tenure and 
promotion decisions.  Non-university academic presses are equally credible venues for 
scholarly publication.  Trade publishers also issue important scholarly books, even if the 
books are subject to editorial rather than peer review. 
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A series of related peer-reviewed articles may also be sufficient to earn tenure and 
promotion.  These articles should present a sustained and coherent argument or 
methodology.  In all cases, evaluators should judge the importance of a journal itself 
according to such criteria as the nature of its review process, its acceptance rate, where 
its contents are indexed, its sponsorship by a recognized scholarly organization, and, 
for electronic journals, how it is archived.  There should be some evidence of the impact 
of the articles on the field, although given the vagaries of citation indexes in the 
humanities citation counts are rarely used in English studies to assess the importance 
of publications. 
 
Chapters or essays contributed to collections will be evaluated according to their 
publisher, the importance of the collection, and the substance of the article.  Other 
publications that contribute to scholarship in the field of English studies include, but are 
not limited to, edited volumes (collections of essays), translations, reference works, 
reference articles, and text books. 
 
5. Publications in teaching methods and approaches which draw upon sustained 
research and are meant for broad dissemination in the scholarly community may qualify 
as scholarship or as teaching. Editorial work that includes significant research, results in 
coherently structured thematic volumes or special issues, and has a significant impact 
on the scholarly and creative discourse may also be considered as scholarship. 
Professional activities and accomplishments used as evidence for any rating in the 
category of Scholarship and Creative Work may not also be used as evidence for a 
rating in either of the Teaching or Service categories; this is unlike the relationship 
between the categories of Teaching and Service, where there is obvious overlap.   
 
6. Both linguistics and composition studies are fields in which journal articles and 
book chapters, not monographs, are the primary venue for publication.  A candidate for 
tenure and/or promotion in these fields should expect to have a number of substantial 
peer-reviewed articles in press or in print.  In composition studies, textbooks and edited 
readers are often legitimate scholarly publications and can count as research (where 
not also counted in the Teaching category in the promotion and tenure report).  Their 
impact might be measured by how widely they have been adopted by other institutions, 
among other factors.   
 
7. Creative writing is primarily a book-oriented field, but the concept of formal peer 
review does not apply to literary publication.  Generally the expectation for tenure is a 
book publication (beyond any published at the time of hire) in fiction, poetry, or creative 
nonfiction.  Produced or optioned dramatic scripts or screenplays and completed films 
may also be appropriate creative work considered the equivalent of significant 
publications.  Publication may be with a trade, academic, or literary press. In many 
instances (particularly in poetry), publication by a literary press will have greater impact 
on the field than by a large house with a relatively small list.  The reputation of the press 
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can be determined by its history and its author roster.  Although chapbook publications 
often reflect serious work within the field, full length collections of verse, fiction, or 
creative nonfiction are generally expected as a minimum requirement for tenure.  The 
candidate should also have a regular record of publication in literary journals or other 
periodicals which publish creative work.  Regardless of whether publication is in print or 
electronic versions, a journal’s reputation within the field, and the distinction of its editor 
or the roster of other writers it has published, will be relevant information in determining 
impact.  
 
8. In the event of co-authored or multi-authored work of any kind, a candidate 
should submit a statement that details his or her individual contributions to the whole.  In 
the humanities, the first author listed is not necessarily the principal contributor. 
 
9. Whatever publications or other achievements a faculty member may have 
produced prior to beginning work at VCU should be considered in tenure and promotion 
decisions, but candidates must follow such achievements with significant additional 
work that attests to his or her continuing scholarly activity and productivity.  In fields of 
literary studies a first book presented for tenure consideration might evolve from a 
dissertation followed by significant revision.  In such a case, a candidate for tenure 
should also show evidence of additional scholarly activity and publication.  Such 
evidence could include substantial new work beyond the book, presentations at 
conferences or invited talks on a new project, or early publication from a new project. 
 
10. Although external funding is not ordinarily expected of faculty in the humanities, 
any awards or external fellowships, grants or residencies a candidate receives do offer 
evidence of the candidate’s impact on the field and excellence of his or her work. 
 
11. The English department typically asks for three or four external reviews, and will 
ask such external reviewers to provide thorough assessments of the significance and 
impact of the candidate’s work, and not simple testimonials.   
 
12. The following guidelines apply to the burgeoning area of digital scholarship and 
creative work: 
 

a. Digital scholarship in English studies currently takes many forms:  book-length 
projects published exclusively electronically; journals distributed electronically 
without a print version; and published multi-media work with demonstrated impact on 
the field, such as hypertexts, content-based CD-Roms, digital scholarly editions, and 
databases most prominently.  Scholarly or professional websites in English studies 
typically fall into one of the following categories: archives, electronic essays or 
exhibits, teaching resources, gateways, journals or webzines, and organizational 
sites.  Other forms may develop in the future.   
 
b. The general criteria for evaluating digital scholarship involve its content, form, 



 
 
 21

audience or purpose, and effective use of new media.  Consequently, the best way 
to evaluate a candidate’s work in a digital medium is to do so in the medium in which 
it was produced.  Print-outs or other hard copies are poor substitutes for evaluating 
web pages online.    
 
c. Digital scholarship, whenever practicable, will be evaluated according to the 
same standards as print scholarship.  For example, criteria for an electronic journal 
would include the nature of the peer review process, submission acceptance rates, 
the stature of the editorial board and/or publisher, and judgments of the journal’s 
quality and its impact or influence on the field.   
 
d. Faculty members who work in non-print media and for which there is not a print 
analog should have their work assessed in two areas:  1) the intellectual content and 
impact of the work; and 2) the efficacy of its use of the media (usability, appearance, 
innovation, and the like).  The second area should also be evaluated by those 
knowledgeable in such media. 
 
e. Frequently digital scholarship is collaborative.  As with such collaborative work in 
the print medium, faculty presenting such collaborative digital work as evidence of 
scholarship should be able to document the nature and extent of their individual 
contributions to such projects.   
 
f. Postings to professional list-serves or discussion groups, e-mail, blogs, and 
unpublished articles posted on personal or other websites, may be considered 
evidence of scholarly activity but will not be considered scholarly publication. 
 

 g. The stature of funding sources and the composition of advisory/editorial boards 
 can provide evidence of the significance and potential impact of large scale digital 
 projects such as extensive digital archives, databases or scholarly editions. 
 
—Approved April 2008 
 
Ratings for Tenure and Promotion to Associate Professor 
 
1.  Scholarship: 
 
Candidates achieving a rating of excellent in this category shall have presented a record 
of substantial scholarly and publication activity.  That work will have been judged of 
superior quality and will promise to have a tangible impact on the candidate's field. 
 
Candidates achieving a rating of very good shall have been consistently active in their 
research or creative work, resulting in significant publication and suggesting the 
likelihood of future accomplishments and enhanced professional standing. 
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Candidates achieving a rating of satisfactory shall have demonstrated an aptitude for 
scholarship and publication that has as yet attained minimal recognition in terms of 
publications (either in print or in press) or grant support.  
 
2.  Teaching: 
 
Candidates achieving a rating of excellent in this category shall have demonstrated a 
high level of performance in the classroom and presented evidence of commitment to 
improving educational practices, such as course and curriculum development, 
pedagogical presentations, and other appropriate activity. 
 
Candidates achieving a rating of very good shall have demonstrated a clear 
commitment to and a consistent record of effective performance in the instructional role.  
 
Candidates achieving a rating of satisfactory shall have demonstrated dutiful and 
reasonably effective performance of their teaching responsibilities. 
 
3.  Service: 
 
Candidates achieving a rating of excellent in this category will present a record of 
superior performance in and leadership potential for significant service activities in more 
than one arena (departmental, institutional, academically related community, and 
professional).  
 
Candidates achieving a rating of very good shall have demonstrated conscientious and 
effective work in appropriate service activities. 
 
Candidates achieving a rating of satisfactory shall have demonstrated basic 
competence in the performance of service obligations. 
 
—Approved April 2008 
 
Ratings for Promotion to Full Professor 
 
1.  Scholarship: 
 
Candidates achieving a rating of excellent in this category shall have an extensive 
record of achievement as manifested in published books, scholarly articles and creative 
works, and other types of scholarly and/or nationally-recognized publications and 
presentations as appropriate to the candidate's discipline.  Candidates should possess 
a positive reputation in their discipline.  Evidence of such may include citations of the 
candidate's work, positive reviews, the favorable opinions of prominent scholars, 
republication in works edited by others, the presentation of papers at major 
conferences, significant honors and awards, and successful applications for competitive 
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grants.  
 
Candidates achieving a rating of very good shall have a record of achievement as 
evidenced by published books, scholarly articles and creative works, and other types of 
scholarly publications and/or nationally recognized publications and presentations, as 
appropriate to the candidate's discipline, and indicative of significant progress toward 
the attainment of a positive reputation in their discipline.  
 
Candidates achieving a rating of satisfactory shall have presented a record which 
reflects an ongoing commitment to scholarly research or creative work and some 
significant accomplishments. 
 
2.  Teaching: 
 
Candidates achieving a rating of excellent in this category shall have a sustained record 
of distinguished classroom performance.  In addition, candidates should have presented 
a record of successful efforts to support and improve teaching through such endeavors 
as the introduction of new courses and curricula, the preparation of instructional 
materials, pedagogically oriented publications, and the performance of leadership roles 
in organizations for the advancement of education in English studies.  
 
Candidates achieving a rating of very good in this category shall have a sustained 
record of effective classroom performance as evidenced by student evaluation results, 
peer assessments, and contributions toward the ongoing success of the department's 
instructional mission.  
 
Candidates achieving a rating of satisfactory shall have demonstrated competent, 
professional, and reasonably effective performance of their teaching responsibilities. 
 
3.  Service: 
 
Candidates achieving a rating of excellent in this category shall possess a sustained 
and superior record of departmental, College, university, professional, and/or 
academically-related community service. It is expected that a candidate shall have been 
active in a number (but not all) of these arenas.  It is further expected that a candidate 
should have demonstrated effective leadership and individual initiative at a variety of 
service levels in order to attain this rating.  
 
Candidates achieving a rating of very good shall have an ongoing record of effective 
service in the department and elsewhere. 
 
Candidates achieving a rating of satisfactory shall have a record of willing and 
competent performance of assigned service obligations. 
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—Adopted May, 1997 
—Amended November, 1997 
—Amended April 1998 
—Amended October 2001 
—Amended November 2004 
 
B.  Collateral Faculty 
 
The department’s collateral faculty members are comprised of those whose major 
responsibility is teaching (herein referred to as “teaching collateral faculty”) for whom 
academic promotion guidelines and criteria follow in B.2., and those whose sole or 
primary responsibility is administrative (including but not limited to those collateral 
faculty formally designated by the university as “Administrative and Professional 
Faculty”).  For those in this second group whose responsibilities are solely 
administrative, professional advancement will occur through annual salary adjustments 
and through promotions that are attached to significant new responsibilities and carry 
increased remuneration. For those in this group whose responsibilities are primarily 
administrative but also include significant teaching activities, and who possess the 
appropriate academic credentials (herein referred to as “administrative collateral 
faculty”), academic promotion guidelines and criteria follow in B.1. 
 
General 
 
1. The chair, in consultation with the dean, will appoint a separate peer review 
committee for each candidate who has requested to be considered for promotion.  Peer 
review committees will ordinarily consist of three faculty members from the English 
department, one VCU faculty member from outside the department, and one English 
department student, all with full voting privileges.  All faculty members serving on the 
committee will be at the rank of assistant professor or above. The committee must 
include at least two tenured faculty members and should include at least one collateral 
faculty member.  The candidate has the right to challenge for cause the makeup of the 
committee as detailed in the university guidelines. 
 
2. Given the range of disciplines in the English department and the variety of 
Teaching, Service, and Research activities within these disciplines, it is impossible to 
set out specific criteria that would apply in each case.   As a general principle, though, 
the department has determined that the work of collateral candidates for promotion will 
be judged according to the same basic criteria of consistency, quality and impact that 
tenure-eligible candidates are. 
  
The promotion review will be based on the job descriptions and assigned duties of the 
collateral appointments in the usual categories of Service, Teaching and Research, as 
appropriate. 
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3. The performance of all collateral faculty will be reviewed annually, as per 
university requirements and departmental practice. Collateral administrative faculty at 
the rank of assistant professor and above are expected to achieve a minimum rating of 
very good in Service each year. Two consecutive annual overall ratings below very 
good will automatically result in non-renewal. 
 
—Adopted May 2007 
—Approved April 2008 
 
B.1.  Administrative Collateral Faculty 
 
For those administrative collateral faculty who possess the appropriate academic 
credentials and whose formal responsibilities also include teaching, the department 
provides the following promotion policy. 
 
Promotion Requirements for Administrative Collateral Faculty 
 
1.  The primary criteria for the promotion of collateral administrative faculty at all ranks 
are a rating of excellent in Service and, at a minimum, a rating of very good in either 
Teaching or Scholarship (and at least satisfactory in the other).   This will be true 
regardless of what duties are detailed in the job description of the administrative 
position; specifically, a record in teaching will be required even if the administrative job 
position does not include teaching a certain number of classes per semester or year.   
 
2.  For promotion to professor, in addition to a rating of excellent in Service, candidates 
must achieve, at a minimum, a rating of very good in both Teaching and Scholarship.  
 
3.  A minimum of three reviewers external to the university will assess the record in 
Scholarship for promotion to associate professor and to professor. Such external 
evaluations will not be a part of the review for promotion to assistant professor. 
 
Ratings for Promotion to Administrative Assistant Professor 
 
1.  Service: 
 
Candidates achieving a rating of excellent in this category will present a record of 
superior performance and substantial accomplishment of the duties specified in their 
administrative job descriptions.  They will also present a record of participation in at 
least one arena of service activity (departmental, institutional, academically-related 
community and professional) beyond that required of their administrative position at a 
superior level of performance in both quality and quantity.  
 
Candidates achieving a rating of very good in this category will present a record of 
effective performance of the duties specified in their administrative job descriptions.  
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They will also present a record of participation in at least one arena of service activity 
(departmental, institutional, academically-related community and professional) beyond 
that required of their administrative position at a high level of performance in both 
quality and quantity.  
 
Candidates achieving a rating of satisfactory in this category will present a record of 
willing and competent performance of the duties specified in their administrative job 
descriptions.  
 
2.  Teaching: 
 
Candidates achieving a rating of excellent in this category shall have demonstrated a 
superior level of performance in the classroom and other instructional settings (including 
sustained support to other teaching faculty), and have presented evidence of continued 
development of teaching effectiveness and of contributions to the overall teaching 
mission of the department.  
 
Candidates achieving a rating of very good shall have demonstrated a clear 
commitment to and a consistent record of effective performance in the instructional role 
and presented some evidence of commitment to teaching effectiveness in the 
department. 
 
Candidates achieving a rating of satisfactory shall have demonstrated a dutiful and 
reasonably effective performance of their teaching responsibilities. 
 
3.  Scholarship: 
 
Candidates achieving a rating of excellent in this category shall have presented a 
significant pattern of scholarly and/or publication activity at a superior level of 
performance. That work will have been judged to have potential for recognition in the 
candidate's field.  
 
Candidates achieving a rating of very good in this category shall have been consistently 
active in scholarship and/or creative work at a high level of performance. 
 
Candidates achieving a rating of satisfactory shall have been active in scholarship 
and/or creative work at an effective level of performance.  A rating of satisfactory in 
scholarship could also be earned by completion of a terminal degree (MFA or PhD).  
 
Ratings for Promotion to Administrative Associate Professor 
 
1.  Service: 
 
Candidates achieving a rating of excellent in this category will present a record of 
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superior performance and significant accomplishment in relation to the duties specified 
in their administrative job descriptions.  They will also present a record of participation in 
more than one arena of service activity (departmental, institutional, academically-related 
community and professional) beyond that required of their administrative position at a 
superior level of performance  
 
Candidates achieving a rating of very good in this category will present a record of 
effective performance of the duties specified in their administrative job descriptions.  
They will also present a record of service activities beyond those required of their 
administrative position at a high level of performance in both quality and quantity. 
 
Candidates achieving a rating of satisfactory in this category will present a record of 
conscientious performance of the duties specified in their administrative job 
descriptions.  They will also present a record of service activities beyond those required 
of their administrative position at a competent level of performance in both quality and 
quantity.  
 
2.  Teaching: 
 
Candidates achieving a rating of excellent in this category shall have demonstrated a 
superior level of performance in the classroom and other instructional settings, and 
have presented evidence of having improved educational practices, such as course and 
curriculum development, pedagogical presentations and other appropriate activities at 
VCU and beyond. 
 
Candidates achieving a rating of very good shall have demonstrated a clear 
commitment to and a consistent record of effective performance in the instructional role 
and presented some evidence of commitment to improving educational practices such 
as course and curriculum development, pedagogical presentations and other 
appropriate activities. 
 
Candidates achieving a rating of satisfactory shall have demonstrated a dutiful and 
reasonably effective performance of their teaching responsibilities. 
    
3.  Scholarship: 
 
Candidates achieving a rating of excellent in this category shall have presented a record 
of substantial scholarly and publication activity.  That work will have been judged of 
superior quality and will promise to have a tangible impact on the candidate's field. 
    
Candidates achieving a rating of very good shall have been consistently active in their 
research or creative work, suggesting the likelihood of significant future 
accomplishments and enhanced professional standing.  
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Candidates achieving a rating of satisfactory shall have demonstrated an aptitude for 
scholarship and publication that has as yet attained minimal recognition in terms of 
publications (either in print or in press) or grant support.  
 
Ratings for Promotion to Administrative Professor 
 
1.  Service: 
 
Candidates achieving a rating of excellent in this category will present a record of 
sustained superior performance and significant accomplishment of the duties specified 
in their administrative job descriptions.  Their performance will have had a significant 
positive impact on the effectiveness of the department.  They will also present a record 
of participation in several service activities beyond that required of their administrative 
position at a superior level of performance, having demonstrated leadership and 
individual initiative in a variety of service activities beyond the department level. 
 
Candidates achieving a rating of very good in this category will present a record of 
effective performance of the duties specified in their administrative job descriptions.  
Their performance will have had a positive impact on the department as it fulfills its 
mission.  Additionally, they will present a record of participation in service activities 
beyond that required of their administrative position at a high level of performance, 
having demonstrated leadership and individual initiative in a variety of service activities. 
 
Candidates achieving a rating of satisfactory in this category will present a record of 
conscientious and competent performance of the duties specified in their job 
administrative descriptions.  Their performance will have had a positive impact on the 
department as it fulfills its mission.  They will also present a record of participation in 
service activities beyond that required of their administrative position at a high level of 
performance, having demonstrated leadership and individual initiative in a variety of 
service activities. 
 
2.  Teaching: 
 
Candidates achieving a rating of excellent in this category shall have sustained a record 
of distinguished instructional performance.  In addition, candidates should have a record 
of successful efforts to support and improve teaching at their own institution and 
beyond. 
 
Candidates achieving a rating of very good shall have a sustained record of effective 
classroom performance as evidenced by student evaluation results, peer assessments, 
and contributions toward the ongoing success of the department’s instructional mission. 
 
Candidates achieving a rating of satisfactory shall have demonstrated competent, 
professional, and reasonably effective performance of their teaching responsibilities. 
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3.  Scholarship: 
 
Candidates achieving a rating of excellent in this category shall have an extensive 
record of achievement as manifested in published books, scholarly articles and creative 
works, and other types of scholarly and/or nationally-recognized publications and 
presentations as appropriate to the candidate's discipline.  Candidates should possess 
a positive reputation in their discipline.  Evidence of such may include citations of the 
candidate's work, positive reviews, the favorable opinions of prominent scholars, 
republication in works edited by others, the presentation of papers at major 
conferences, significant honors and awards, and successful applications for competitive 
grants.  
 
Candidates achieving a rating of very good shall have a record of achievement as 
evidenced by published books, scholarly articles and creative works, and other types of 
scholarly publications and/or nationally recognized publications and presentations, as 
appropriate to the candidate's discipline, and indicative of significant progress toward 
the attainment of a positive reputation in their discipline.  
 
Candidates achieving a rating of satisfactory shall have presented a record which 
reflects an ongoing commitment to scholarly research or creative work and some 
significant accomplishments.  
 
—Adopted May 2007 
—Approved April 2008 
 
B.2.  Promotion Requirements for Teaching Collateral Faculty 
 
1.  The primary criteria for the promotion of teaching collateral faculty at all ranks 
are a rating of excellent in Teaching and, at a minimum, very good in Service. 
 
2. For promotion to assistant professor, a collateral faculty member will be formally 
rated in Teaching (primary emphasis) and Service (secondary emphasis). For 
promotion at this level, scholarship or creative work related to teaching or to areas of 
English and/or Composition studies should be considered as valued professional 
contributions. In most cases, Scholarship will not be formally rated. 
 
For promotion to associate professor and professor, a collateral faculty member will be 
formally rated in all three categories, Teaching being primary, Service being secondary, 
and Scholarship being tertiary. 
 
3. A minimum of three reviewers external to the university will assess the record in 
Scholarship for promotion to associate professor and to professor. Such external 
evaluations will not be a part of the review for promotion to assistant professor. 
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—Revised May 2007 
 
Ratings for Promotion to Teaching Assistant Professor 
 
1.  Teaching: 
 
Candidates achieving a rating of excellent in this category shall have demonstrated a 
superior level of performance in the classroom and other instructional settings, and 
have presented evidence of continued development of teaching effectiveness, such as 
course and curriculum development, pedagogical presentations and other appropriate 
activities.  Candidates shall have presented evidence of participation in the collective 
pedagogical practices of the department. 
 
Candidates achieving a rating of very good shall have demonstrated a clear 
commitment to and a consistent record of effective performance in the instructional role 
and presented some evidence of commitment to teaching effectiveness such as course 
and curriculum development, pedagogical presentations and other appropriate 
activities. 
 
Candidates achieving a rating of satisfactory shall have demonstrated a dutiful and 
reasonably effective performance of their teaching responsibilities. 
 
2.  Service: 
 
Candidates achieving a rating of excellent in this category will present a record of 
participation in at least one arena of service activity (departmental, institutional, 
academically-related community and professional) at a superior level of performance in 
both quality and quantity.  
 
Candidates achieving a rating of very good in this category will present a record of 
participation in at least one departmental service activity at a high level of performance. 
 
Candidates achieving a rating of satisfactory in this category will present a record of 
participation in at least one departmental service activity at an effective level of 
performance. 
 
3.  Scholarship: 
 
Performance in scholarship shall be considered to the extent that scholarship is part of 
the agreed upon departmental responsibilities of the candidate as set forth in annual 
reviews. 
 
Candidates achieving a rating of excellent in this category shall have presented a 
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significant pattern of scholarly and/or publication activity at a superior level of 
performance. That work will have been judged to have potential for recognition in the 
candidate's field.  
 
Candidates achieving a rating of very good in this category shall have been consistently 
active in scholarship and/or creative work at a high level of performance. 
 
Candidates achieving a rating of satisfactory shall have been active in scholarship 
and/or creative work at an effective level of performance. 
 
Ratings for Promotion to Teaching Associate Professor 
 
1.  Teaching: 
 
Candidates achieving a rating of excellent in this category shall have demonstrated a 
superior level of performance in the classroom and other instructional settings, and 
have presented evidence of having improved educational practices, such as course and 
curriculum development, pedagogical presentations and other appropriate activities at 
VCU and beyond.  Candidates shall have demonstrated effective leadership in the 
department’s teaching mission. 
 
Candidates achieving a rating of very good shall have demonstrated a clear 
commitment to and a consistent record of effective performance in the instructional role 
and presented some evidence of commitment to improving educational practices such 
as course and curriculum development, pedagogical presentations and other 
appropriate activities. 
 
Candidates achieving a rating of satisfactory shall have demonstrated a dutiful and 
reasonably effective performance of their teaching responsibilities. 
    
2.  Service: 
 
Candidates achieving a rating of excellent in this category will present a 
record of superior performance in and leadership potential for significant 
service activities in more than one arena of service activities.  
 
Candidates achieving a rating of very good in this category will present a 
record of conscientious and effective work in appropriate service 
activities. 
 
Candidates achieving a rating of satisfactory in this category will present a record of 
competence in the performance of basic service activities. 
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3.  Scholarship: 
 
Performance in scholarship shall be considered to the extent that scholarship is a part 
of the agreed upon departmental responsibilities of the candidate as set forth in annual 
reviews. 
 
Candidates achieving a rating of excellent in this category shall have presented a record 
of substantial scholarly and publication activity.  That work will have been judged of 
superior quality and will promise to have a tangible impact on the candidate's field. 
    
Candidates achieving a rating of very good shall have been consistently active in their 
research or creative work, suggesting the likelihood of significant future 
accomplishments and enhanced professional standing.  
 
Candidates achieving a rating of satisfactory shall have demonstrated an aptitude for 
scholarship and publication that has as yet attained minimal recognition in terms of 
publications (either in print or in press) or grant support.  
 
Ratings for Promotion to Teaching Professor 
 
1.  Teaching: 
 
Candidates achieving a rating of excellent in this category shall have sustained a record 
of distinguished instructional performance.  In addition, candidates should have a record 
of successful efforts to support and improve teaching through such endeavors as the 
introduction of new courses and curricula, the preparation of instructional materials, 
pedagogically oriented publications, and the performance of leadership roles in regional 
and/or national organizations for the advancement of education in English and/or 
Composition studies.  
 
Candidates achieving a rating of very good shall have a sustained record of effective 
classroom performance as evidenced by student evaluation results, peer assessments, 
and contributions toward the ongoing success of the department’s instructional mission. 
 
Candidates achieving a rating of satisfactory shall have demonstrated competent, 
professional, and reasonably effective performance of their teaching responsibilities. 
 
2.  Service: 
 
Candidates achieving a rating of excellent in this category will present a record of 
sustained, superior performance in more than one service arena, having demonstrated 
leadership and individual initiative in a variety of service activities. 
 



 
 
 33

Candidates achieving a rating of very good in this category will present a record of on-
going effective performance within the department and elsewhere. 
 
Candidates achieving a rating of satisfactory in this category will present a record of 
willing and competent performance of assigned duties within the department. 
 
3.  Scholarship: 
 
Performance in scholarship shall be considered to the extent that scholarship is a part 
of the agreed upon departmental responsibilities of the candidate as set forth in annual 
reviews. 
 
Candidates achieving a rating of excellent in this category shall have an extensive 
record of achievement as manifested in published books, scholarly articles and creative 
works, and other types of scholarly and/or nationally-recognized publications and 
presentations as appropriate to the candidate's discipline.  Candidates should possess 
a positive reputation in their discipline.  Evidence of such may include citations of the 
candidate's work, positive reviews, the favorable opinions of prominent scholars, 
republication in works edited by others, the presentation of papers at major conferen-
ces, significant honors and awards, and successful applications for competitive grants.  
 
Candidates achieving a rating of very good shall have a record of achievement as 
evidenced by published books, scholarly articles and creative works, and other types of 
scholarly publications and/or nationally recognized publications and presentations, as 
appropriate to the candidate's discipline, and indicative of significant progress toward 
the attainment of a positive reputation in their discipline.  
 
Candidates achieving a rating of satisfactory shall have presented a record which 
reflects an ongoing commitment to scholarly research or creative work and some 
significant accomplishments. 
 
—Approved May 2005 
—Revised November 2006 
 
2.  Use of Collateral Faculty  
 
The primary responsibility for faculty in collateral teaching positions will be the teaching 
of undergraduate courses. 

 
—Adopted May 1997 
—Amended October 2001 
—Amended November 2004 
—Revised November 2006 
—Approved April 2008 
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3.  Faculty Teaching Load Policy 
 
1. The maximum teaching load for full-time faculty members in the Department of 
English is twelve credit hours (four courses) per semester if they are involved in 
undergraduate instruction exclusively. 
 
2. The teaching load for full-time members of the graduate faculty shall be five 
course assignments per year (3-2 or 2-3). 
 
Within the five-course assignment norm, faculty members, with the agreement of the 
chair, may allocate greater effort to undergraduate and graduate instruction in the light 
of pedagogical commitments (such as instructional research, innovative methodology, 
technological enhancement).  Alternatively, and with the agreement of the chair, faculty 
may allocate greater effort to scholarship/publication or to service, subject to the 
individual faculty member’s plans and the department’s needs.   
 
In light of MLA national standards and of VCU’s “Roles and Rewards” policy, the 
teaching load of five courses per year may be reduced for periods of a year or longer 
upon satisfactory evidence presented at the annual review and upon the discretion of 
the chair according to the following guidelines: 
 

• Demonstrated, continuous engagement in research, including on-going book 
projects, scholarly articles or creative pieces, invited lectures/readings, 
conference papers and presentations; 

 
• Sustained, effective teaching of large numbers of students above departmental 

norms, unusually heavy thesis/dissertation direction duties, significant course or 
curriculum development or other significant programmatic contributions to 
teaching; 

 
• Significant, non-administrative professional service such as journal editing or 

temporary duties for professional organizations that require a large amount of 
time; chairing multiple search committees, promotion and tenure review 
committees, or significant college and university-level committees;  

 
• Service duties that involve heavy administrative component including chair, 

associate chair, directors of programs. 
 
3. Tenured and tenure-track faculty are expected to publish and need lower 
teaching loads to provide time for scholarly and/or creative work.  Satisfactory evidence 
of continuing scholarly and/or creative work must be presented at each annual review.* 
 
4. Faculty accepting administrative responsibilities in the department including 
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Chair, Associate Chair, Director of Composition & Rhetoric, Director of Undergraduate 
Studies, Director of the MA Program, Director of the MFA Program, Director of the PhD 
Program and the Director of the Writing Center/Associate Director of Composition are 
given appropriate reductions in teaching loads to provide time for these additional 
duties. 
 
5. Within the maximum teaching loads stipulated in this document the department 
may vary workloads among teachers in order to best meet the needs and abilities of 
individual faculty and the range of the department's responsibilities.  At the discretion of 
the chair, different teaching loads may be assigned in connection with such matters as 
class size, total student load, new course development, special projects, individually 
negotiated teaching loads necessary to hire or retain key faculty, and so forth.   
 
Teaching loads in this document are set according to the Association of Departments of 
English/Modern Language Association standards in Guidelines for Class Size and 
Workload for College and University Teachers of English (1992) and represent 
maximum allowable teaching loads. 
 
*Traditionally, the designated teaching load for faculty expected to publish has been 
nine hours (three courses) each semester.  This teaching load is not in compliance with 
ADE guidelines for faculty required to publish and is not comparable to the teaching 
load in English departments at other research universities.  Faculty expected to publish 
should teach no more than nine hours (three courses) one semester and six hours (two 
courses) the other.  This maximum 3/2 load is particularly important for untenured 
faculty. 
 
—Revised November 2006 
 
4.  Class Size Policy  
 
Writing Courses 
      
1.  Basic Writing—class size is set at fifteen in basic (developmental/remedial) courses. 
  
2.  Lower Division Composition—class size in ENG 200 is set at twenty. 
 
3.  Advanced Undergraduate Writing—classes such as advanced composition, business 
and technical writing, and creative writing are set between fifteen and eighteen. 
 
4.  Graduate Writing Workshops—MFA writing workshops are set at twelve. 
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Literature Courses 
 
1.  The maximum size for any literature class is thirty-five, except for certain large 
sections where Graduate Teaching Assistants are assigned to help professors. * 
 
2.  The maximum size for any Writing Intensive literature class is twenty-five. 
 
3.  Advanced undergraduate literature classes that are taught as seminars requiring 
students to do research and to produce sustained critical essays are set at fifteen. 
 
4.  Graduate classes at the 500 level are set at twenty. 
 
5.  Graduate classes at the 600 level are set at fifteen. 
 
Class sizes in this document are set according to the Association of Departments of 
English/Modern Language Association standards in Guidelines for Class Size and 
Workload for College and University Teachers of English (1987) and represent 
maximum allowable sizes, not most appropriate sizes. 
 
*For large literature sections, the ADE/MLA standards call for a qualified assistant "for 
each additional thirty-five students."  We have only one assistant for up to ninety 
additional students.  
 
5.  Mission Statement and Goals of the Major 
 
a.  Department of English Mission Statement 
 
The Department of English studies language, literature, and the art of writing.  Our 
activities in teaching, scholarship, and public service embrace literature, composition 
and rhetoric, criticism and theory, linguistics, and creative writing.  The work of the 
department connects these varied ways of focusing on language in a manner that 
enriches them all.   
 
As part of its teaching mission, the Department of English offers three well-established 
degree programs. The B.A. provides a base for graduate work and for careers in 
academic, creative, and professional fields.  The department also offers minors in 
English and in Writing.  The Master of Arts in English and the Master of Fine Arts in 
Creative Writing provide nationally and internationally recognized graduate programs in 
the humanities and the arts.  
 
These broad and rigorous programs explore the arts, ideas, and values of humankind 
by studying the aesthetic features, rhetorical elements, and social functions of texts 
from diverse historical periods and cultural contexts.  Together with this study of 
literature, these programs interweave the art and craft of expository and imaginative 
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writing.  As part of the university's urban mission, our degree programs address the 
needs of students from diverse backgrounds and are widely available through evening 
and summer school.  
 
The Department of English promotes interdisciplinary study by offering courses basic to 
several cross-disciplinary programs--American Studies, African-American Studies, 
Environmental Studies, Women's Studies, and the University Honors Program.  It offers 
courses in linguistics and in advanced writing also required by other majors, and 
provides general education in language, literature, and writing for all students in the 
university.  
 
Concomitant with its teaching, the Department of English expands the boundaries of 
knowledge and understanding in the literary arts and the humanities through research, 
scholarship, and creative expression.  The department fosters a stimulating intellectual 
and creative climate for studying language, writing, and literature, and for writing, pre-
senting at professional meetings, and publishing critical, creative, and scholarly works.  
 
Members of the English Department serve their profession through such activities as 
editing scholarly publications, refereeing articles and manuscripts, and participating in 
professional organizations; they serve the university through administrative, committee, 
and other institutional work.  The department serves the community through public 
teaching activities, such as lectures, workshops, and continuing education courses, and 
provides expertise in many forms regarding the English language and written 
communication.  It also acts as a center for the community's interest in literature and 
creative writing, offering cultural events such as public lectures and readings by 
distinguished scholars, poets, fiction writers, and playwrights. 
 
—Adopted March 9, 1994 
 
b.  Statement of Goals for the Undergraduate English Major 
 
The goal of the English department is to teach our students to see their worlds with 
clarity and respond to them with sensitivity--through reading and writing well.  English 
majors should learn to write clearly, persuasively, and gracefully and to respond to a 
range of texts with understanding and discernment.  In order to accomplish this goal, 
students should: 
 

• read and explore a diversity of texts created in different times and in a variety of 
voices; 

• engage texts using various critical approaches; 
• express themselves clearly through written texts; 
• employ appropriate research tools. 

 
—Approved February 5, 1991 
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—Revised November 6, 2007 
 
Section 5  Staff Positions 
 
1.  Business and Human Resource Manager 
 
The Business and Human Resources Manager, who reports directly to the chair, 
provides administrative expertise/ support for management of personnel, finance, and 
budget operations, hiring, graduate and undergraduate course scheduling, grant writing 
and administration, and other aspects of the department’s operations, including special 
events. The Business and Human Resource Manager's duties include, but are not 
limited to: 
 
 1.   determining the financial needs of the department and providing the chair 

with recommendations for items requiring special funding and capital 
acquisitions; 

 2. preparing fiscal budget requests to the Associate Dean of Administration 
(H&S) and managing the departmental budget with input from the chair; 

 3. monitoring and making distributions from the VCU Foundation, 
endowment and scholarship accounts established for the department; 

 4. managing external funds received by the department in conjunction with 
co-sponsored projects, and assisting responsible individuals with the 
management of same; 

 5. working closely with faculty on grant-funded projects to ensure compliance 
with the terms of the grant; 

 6. managing all administrative aspects of faculty/classified searches, with 
special attention to EEO/State guidelines; 

 7. preparing quarterly effort certification reports as well as faculty effort 
reports; 

 8. coordinating all aspects of department graduation ceremony and on-
campus conferences; 

 9. recording minutes for Executive Committee and department meetings as 
needed; 

 10. assisting associate chair with scheduling; 
 11. arranging for GTAs and adjunct faculty to be placed on payroll and 

resolving related problems/disputes; 
 12. preparing course maintenance forms and working closely with Assistant 

Registrar and Records & Registration personnel to ensure cross-listed 
courses are accurate and deadlines for publication (web and print) are 
met; 

 13. overseeing the preparation of undergraduate and graduate course 
announcement bulletins; 

 14. placing textbook orders and arranging for desk copies; 
 15. assisting associate chair and Acting Director of The Writing Program with 
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adjunct hires; processing contract requests and serving as liaison for 
Human Resources, Payroll and the H&S Dean’s office; 

 16. assisting chair with recruiting, training and supervising classified personnel 
and management of day-to-day office operations;  

 17. recruiting, scheduling and supervision of student assistants; 
 18. performing such other tasks as required by the chair.  
  
2.  Technology Coordinator 
 
The Technology Coordinator, who reports to the chair of the Department of English, 
provides departmental support and coordination for technology-related matters ranging 
from facilities management to data storage and Web publishing.  
 
Among the Technology Coordinator's major responsibilities are the following: 
 
 1. acting as senior online editor for Blackbird, the department’s  
  electronic journal of literature and the arts with primary responsibility for 

production, pagebuilds, and Web publication, as well as maintenance of 
archives; working with a special emphasis on gallery builds and 
documentation of the visual arts; 

2. acting as senior Web Coordinator in tandem with  the Associate 
Technologist and Graduate Programs Coordinator on all Web publication 
and electronic distribution of materials, as well as matters of departmental 
data storage; 

 3. coordinating use and development of the department's computer-equipped 
facilities as the primary general site manager; carrying out yearly reviews 
of equipment and facilities in preparation for desktop design and 
upgrades, equipment upgrades, inventory, and funding requests; acting as 
secondary site manager for PhD-centric (MATX) equipment and specialty 
software;   

 4. coordinating technology support for faculty, staff, and students; placing a 
strong emphasis on “how-to” rather than “repair” in direct support and 
training;   

 5. advising committees, directors, and the chair on technological matters 
relating to teaching, research, and service; 

 6. teaching one course, or the equivalent, per semester; and 
 7.  other duties as assigned by the chair. 
 
3.  Associate Technologist/Online Editor 
 
The Associate Technologist/Online Editor, who reports to the chair of the Department of 
English and who works in tandem with the Technology Coordinator, provides 
technological and administrative expertise and support for the Media, Art, and Text PhD 
program and for the online journal Blackbird. The Associate Technologist/Online Editor's 
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major responsibilities include the following: 
 

1. providing lead technological support for the PhD program in Media, Ar
 and Text, and coordinating that support inside and outside of the 

department with interdisciplinary partners; 
2. working as an online editor for Blackbird with an emphasis on audio 

capture and editing, photography, photo editing, Flash, design, 
programming, and new media efforts; 

3. providing design, maintenance, and support of Web efforts related to 
MATX in tandem with the Technology Coordinator and Graduate Program 
Coordinator, and with the advice of the MATX Director; 

4. providing broader departmental support (beyond MATX student and 
faculty support) for media and new media production, particularly for 
faculty, with the advice of the MATX Director and Technology Coordinator 
and the approval of the Chair.  Such departmental efforts range from 
design work in both electronic and print materials to advice, training, or 
support linked to approved faculty projects; 

5. acting as primary site manager for the equipment and software purchased 
for MATX support and secondary general site manager for the 
departmental computer facilities; and 

6. other duties as assigned by the chair. 
 
4.  Coordinator of Advising 
 
The Coordinator of Advising, who reports to the chair of the department and works with 
the Director of Undergraduate Studies, performs administrative and analytical duties 
related to the department’s advising of approximately 600 undergraduate English 
majors.  S/He is responsible for the following duties: 
 
 1. oversees the advising of all undergraduate majors in department Advising 

Center; 
 2. manages the duties and performance of GTAs or others assigned to work 

in the Center; 
 3. prepares all graduation applications; 
 4. maintains database of student majors; 
 5. prepares forms related to change of major and minors; 
 6. coordinates undergraduate internships and independent studies; 
 7. prepares and provides general information on the major to new students 

and responds to inquiries about the undergraduate program; 
 8. teaches a total of three courses, primarily at lower division level, during 

the fall and spring semesters and the summer session; 
 9. disseminates departmental communications to majors; 
 10. performs other tasks as required by the chair and program director. 
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5.  Graduate Programs Coordinator 
 
The Graduate Programs Coordinator, who reports to the chair, is responsible for the 
following duties related to the department's three graduate programs: 
 
 1. supporting the MA, MFA, and PhD in Media, Art, and Text graduate 

program directors with the collection, maintenance and programmatic 
analysis of information and records; 

 2. serving as the public programmatic liaison for all three programs; 
 3. counseling all incoming and continuing graduate students; 
 4. directing the processing of admissions materials; 

5. managing production and dissemination of promotional and informational 
materials, working in cooperation with the Technology Coordinator and 
Associate Technologist on Web publication and electronic distribution of 
materials;  

 6. coordinating the Visiting Writers Series, Levis Reading Prize, as well as 
assisting the First Novelist Award; communicating with participating 
authors, overseeing all necessary travel arrangements and bookings, and 
handling financial matters with the department’s Business and Human 
Resource Manager; 

 7. facilitating graduate assistant offers and assignments, including support 
for the online journal Blackbird and coordinating other student internships 
and independent studies;     

 8. coordinating thesis and dissertation defenses in conjunction with the 
graduate program directors, administering comprehensive exams; and 

 9. other tasks as required by chair or program directors. 
 
6.  Assistant to the Chair 
 
The Assistant to the Chair, who reports directly to the chair, performs various 
administrative and analytical duties for the department chair, associate chair, and 
Business and Human Resource Manager: 
 
 1. typing and proofreading routine correspondence and department's annual 

reports and other documents; 
 2. compiling tenure & promotion and third year review materials;  
 3. recording minutes of staff, department and Executive Committee 

meetings;     
 4. compiling documentation for WEAVE and other departmental reports; 
 5. keeping chair's calendar; 
 6. making domestic and international travel arrangements for all faculty 

members, research assistants, and visiting dignitaries related to 
department programs, and processing appropriate forms; 

 7. assisting the Business and Human Resource Manager with requisition 
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preparation and processing, researching and resolving accounting and 
payroll discrepancies, and the preparation of other forms and documents; 

 8. assisting various committees (Curriculum, Executive, etc.) in preparation 
of materials and documents; 

 9. coordinating faculty and classified staff searches; making travel 
arrangements for job candidates; generating candidate itineraries; 

 10. maintaining leave records on a bi-weekly basis; researching and 
correcting discrepancies; 

 11. maintaining departmental files, including confidential personnel files;  
 12. performing other duties as requested by chair, associate chair, or 

Business and Human Resource Manager. 
 
7.  Office Support Technician 
 
The Office Support Technician serves as receptionist for the English department and 
provides secretarial support to administrators and faculty. The Office Support 
Technician, who reports to the Business and Human Resource Manager, performs the 
following duties on a routine basis: 
 

1. greeting visitors, answering phones, taking messages in a prompt and   
 professional manner;  
2. screening, monitoring and handling program inquiries and problems from 

  students, instructors and others. Refers non-routine program inquiries to 
  the appropriate program directors, coordinators (Graduate Programs and 
  Advising) or faculty; 

3. proofreading/editing correspondence, forms, handbooks, announcements, 
 writing awards and publicity materials; 
4. assisting the Business and Human Resource Manager with requisition 
 preparation and processing and the preparation of other forms and 
 documents; 

 5. recording class cancellations; 
 6. working with supervisor to prepare graduate and undergraduate course 
  announcement bulletins; 

7. assisting supervisor with course scheduling; providing teaching 
 assignments, via email, to graduate assistants (MA, MFA and PhD),  
 part- and full-time faculty;  

 8. scheduling office space, programming ProxLox, and distributing keys; 
 9. updating and maintaining the Non-Employee Database; 
 10. scheduling department conference rooms and computer labs; 
 11. monitoring fixed assets (including equipment check-out, etc.); 
 12. reporting maintenance problems to the appropriate departments;  
 13. performing other tasks, as assigned. 
 

—Amended May 2004 
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—Approved April 2008 
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