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Chapter 1. Administrative Organization of the University

Follow this link for the administrative organization of the university.

1.1 Academic Units: Departments, Divisions, Programs, Centers, Institutes and
Committees

Brown University academic units take various forms, including divisions, departments, centers, and programs,
among others. An example of a division is Engineering; an example of a department is French Studies. Centers,
institutes, programs and committees are less formal associations of faculty that have been established for educational
and/or research programs of an interdisciplinary nature. For general definitions of academic departments, programs,
centers and institutes, please see below. Information about he proposing a new department, program, center, or
institute, see the Faculty Rules and Regulations, Part 4, Section 10.1.E. An alphabetical wo-date listing of academic

units of the University is available on the Brown Website. Follow this link for a separate listing of faculty research

groupings.

Telephone numbers of the administrative offices of these units are available in the Brown Telephone

Directory and on the Brown website .

1.2 Definitions: Departments, Centers, Programs, and Institutes

The definitions below are provided according to the Faculty Rules (Version 7.0, July, 200§. An academic
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discipline. Departments house both teaching and research programs.

w?" 1 001 U?» wbUWEOWEEEEIT GErEnudlvid@fatulpiom 8 humbed oDdpadémit departinénts,O
primarily established to support faculty research or to house a multidisciplinary academic program. A Center may
offer undergraduate courses and concentrations, subject to the usual scrutiny and approval by faculty committees. A
Center may offer graduate courses and programs, subject to approval by the participating departments and the
Graduate Council, which may lead to the awarding of the master's degree. The Ph.D. should normally be offered in
the discipline of one of the sponsoring departments, subject to the policies that prevail for the granting of such a

degree within that department.


http://www.brown.edu/Administration/President/org_charts/tree.php?id=1
http://www.brown.edu/webmaster/learning_acunits.html
http://www.brown.edu/webmaster/learning_acunits.html
http://www.brown.edu/webmaster/learning_acunits.html
http://www.brown.edu/web/schools/depts.shtml
http://www.brown.edu/web/schools/depts.shtml
http://directory.brown.edu/search
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Program may offer undergraduate courses and concentrations, subject to the usual scrutiny and approval by faculty

committees.
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other academic programs. An Institute may offer undergraduate courses and concentrations, subject to the usual
scrutiny and approval by faculty committees. An Institute may offer graduate courses and programs, subject to
approval by the participating department s and the Graduate Council, which may lead to the awarding of the
master's degree. The Ph.D. should normally be offered in the discipline of one of the sponsoring departments, subject

to the policies that prevail for the granting of such a degree within th at department.

1.3 Proposals for New Academic Departments, Programs, Centers or Institutes

As indicated in the Faculty Rules (Version 7.0, July, 2008, a proposal for a new academic department, academic
program, center or institute is made by a group of interested faculty to the Dean of Faculty or Dean of Medicine and
Biological Sciences, as appropriate. The Dean forwards the proposal to the Provost vith his or her recommendation
regarding the merits of the proposal. Prior to the presentation of the proposal to the Provost, discussions with the
appropriate Dean and all potentially interested faculty and academic units should take place. The proposal sh ould
offer a detailed analysis of the scholarly, pedagogical, and financial consequences of the creation of the new
department, program, center or institute for the University. Specifically, the proposal should include an academic
budget and an analysis of the availability of potential internal and external resources. Proponents of the proposal
should seek to gather letters or indications of support from and all academic units potentially affected by the creation

of the new department, program, center or i nstitute.

The Provost, upon determination that all necessary supporting documentation has been provided and sufficient
consultation with the appropriate Dean and faculty has occurred, brings the proposal to the Academic Priorities
Committee (APC, see Chapter 15) for its consideration and review. Simultaneously, the Provost provides copies of
the proposal to the President and the Chair of the Faculty Executive Committee (FEC) to both make them aware of
the proposal and to provide an opportunity for their i nput to be considered by the APC at an early stage of its

review.

The APC may, at its discretion, initiate a review of the proposal through the appointment of relevant evaluating

committees composed of Brown University faculty or scholars in relevant fie Ids from peer institutions. At an early
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stage in their review the APC, through the office of the FEC, notifies the Faculty as a whole of the proposal and
makes it available for review and comment. This notice is intended to both make the Faculty at large aware of the
proposal and to provide an opportunity for their input to be received and considered by the APC in its review. The
APC, through the Provost, offers its recommendations regarding the creation of a new academic department,

recommendation is simultaneously provided to the President and made available to the Faculty.

The Faculty considers the recommendations of the APC and votes to approve or reject the proposal. The result of this
vote constitutes a recommendation to the President and is forwarded to the President for his or her consideration.
The Provost, as chief academic officer of the University also makes his or her own recommendation to the President
at this stage. The President considers the recommendation of the Faculty and of the Provost and makes his or her
own recommendation on the matter to the Board of Fellows, who have ultimate responsibility for the establishment

of academic departments, programs, centers and institutes. The President notifies the APC, the FEC, and the

interested faculty of the determination of the Board of Fellows.
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Chapter 2. Appointment and Duties of the Head of the Academic Unit

Note: In the following text, the word "chair" is used in its generic sense to identify the heads of academic units, and

the word "department" is employed in the same sense.

The heads of academic units (Chairs of Departments; Directors of Programs and Ceners) are appointed by the
Provost, usually for a term of three years, upon the recommendation of the Dean of the Faculty, or (in the Division of
Biology and Medicine) the Dean of Medicine and Biological Sciences. The appointment may be renewed for a second

term.

The responsibilities of the chairs of academic units include performing all the administrative tasks that a unit requires
of its chief officer, and for ensuring that the highest of academic standards are maintained. As the unit's chief
academic ard administrative officer, the chair is responsible both to the faculty of the unit and to the University. The
chair is responsible for interpreting University policies to the members of the academic unit, while also representing
the individual and group ¢ oncerns of faculty members to the Administration, and for administering the University's
policies and procedures with respect to graduate and undergraduate students, and employees. Particular

responsibilities of the chair are articulated throughout this H andbook and are summarized at the end of this chapter.

Each academic unit determines its own internal procedures and organization, within such general rules and
guidelines as have been established for the University as a whole. The chair is expected to peside at department
meetings (which should be held as often as necessary, but at a minimum, once a month) and to appoint department
officers and committees as needed (e.g., a concentration adviser, a graduate representative, a curriculum committee,
a secrdary to record minutes of meetings, and so forth). The chair is responsible for insuring that all departmental
records and correspondence are maintained, and for establishing and maintaining smooth operating procedures for

the conduct of the unit's business.

Members of departments generally raise any formal administrative matters with the chair. When it seems
appropriate, however, direct communication between any member of the department and any officer of the
Administration is encouraged, although the Adm inistration expects that chairs will be kept fully informed by both

the faculty and the appropriate senior officers on formal administrative matters.

Appeals by students or faculty of a department chair's decisions can be made to the Dean of the Faculty a the Dean
of Medicine and Biological Sciences. Undergraduate students should make such appeals first to the Dean of the
College, medical students to the Dean of Medicine and Biological Sciences, and graduate students to the Dean of the

Graduate School. Fa formal grievances, there are established procedures which are distinct from the way that
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informal appeals are treated. The University's grievance procedures are described in the Faculty Rules and

Regulations (Version 7.0, July, 2008;, Part 4, Section 10, I. A., Il. A, and 11.B.).

Chairs may, by prior arrangement, have relief from some teaching (for more information, see the memo on Teaching

Relief for Departmental Administrative Duties.)

If the chair is to be absent from the campus for an extended period, an acting chair should be designated by the chair,

with the concurrence of the appropriate Dean, to serve until the chair's return.

2.1 Administering Departmental Faculty: Teaching, Research and Service

The chair supervises the procedures for recruiting, interviewing and appointing new faculty members, and is also
responsible for the development of departmental recommendations for the faculty (except, of course, him/herself)
regarding reappointments, promotions, tenure, and renewal of contracts, and requests for leaves of absence? The
chair recommends changes of salaries of all departmental faculty to the Dean of the Faculty or the Dean of Medicine
and Biological Sciences as part of the departmental budget procedures, receives and evaluates for the department all
requests for leaves and transmits these to the Dean of the Faculty or the Dean of Medicine and Biological Sciences
with recommendations for action. The chair is responsible for annual evaluations of the work and status of the
members of the department, for protecting their interests as both individuals and as professional scholar-teachers
and for helping promote their professional development; in sum, for maintaining and enhancing the quality of the
faculty. The chair should be alert to any and all personnel problems, and should keep the office of the Dean of the

Faculty or of the Dean of Medicine and Biological Sciences informed of progress in working to resolve them.

Chairs are expected to advance the interests of their faculty by promoting University recognition of facul ty
achievements and by being open to questions, suggestions, concerns and complaints of both faculty and students.
Chairs should be responsible for short- and long-range planning for their departments, should keep themselves
informed on changing trends wit hin their disciplines, and should be ready to argue departmental priorities as

persuasively as possible.

Evaluation of the performance of all departmental faculty is part of the chair's responsibility, and a summary written
evaluation is required annually to substantiate recommendations on salary changes for all faculty to the Dean. The
chair is expected, upon request, to discuss the evaluation with the faculty member concerned, to provide him or her
with a summary of the contents of the evaluation and als o to provide an opportunity to discuss both past

performance and plans for addressing problems that have been identified.

2 Note: Procedures and regulations that apply to hospital -employed faculty in the clinical departments of the Al pert
Medical School can be found in the BioMed Faculty Affairs Policy and Procedures Manual for Clinical Faculty and in
the Faculty Handbook .


http://facgov.brown.edu/rules.html
http://facgov.brown.edu/rules.html
http://facgov.brown.edu/rules.html
http://www.brown.edu/Administration/Dean_of_the_Faculty/policies/policies-faculty.html#relief
http://www.brown.edu/Administration/Dean_of_the_Faculty/policies/policies-faculty.html#relief
http://www.brown.edu/Administration/Dean_of_the_Faculty/policies/policies-faculty.html#relief
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Of particular importance is the annual review by the department of the work and status of its untenured members.
The purpose of the annual review is, in general, to assess individually the performance of the junior faculty in
teaching, research, and service to the University. For these faculty members, the annual review should also be a
chance for each of them to discuss their future prospects in the department, and about the process that will be
followed in considering them for promotion or tenure. Should junior faculty be deficient in any aspects of scholarly
development in research and teaching, as defined by departmental standards for reappointment, promotion or

tenure, this is the forum for the chair to communicate such concerns officially and for the record.

2.2 Meetings of Chairs of Academic Units

Chairs of academic units meet regularly as a group with the Provost and other mem bers of the Senior Administration
to discuss matters of University concern. The Provost chairs these meetings. Additional meetings may be called at the

discretion of the Provost, or upon the recommendation of other members of the agenda committee.

An agenda committee prepares the agenda in advance of each regularly scheduled meeting of unit chairs. Chairs of
academic units who wish to suggest items for the agenda of a forthcoming meeting should contact a member of this
agenda committee. Support for the meetings of unit chairs and of the agenda committee is provided by the Office of

the Provost in University Hall.

2.3 Supervision of the Departmental Curriculum

While the specific content and methods of courses in the curriculum are primarily the responsibi lity of the instructors
in those courses, within appropriate limits defined by the discipline and the unit, the chair is responsible for

oversight of the department's curriculum as a whole. After approving proposals made for new courses, or proposals
for changes in the department's concentration, the chair should forward such proposals/recommendations to the
College Curriculum Committee (CCC) in the case of undergraduate courses or the undergraduate concentration, or

to the Graduate Council for graduate courses.

e  Follow this link for Guidelines and forms for new undergraduate courses .

e  Follow this link for the proposal form for graduate level courses .

The assignment of teaching duties and scheduling of classes in accordance with University coursescheduling

principles and in a fair and equitable manner within the Department are also t he responsibility of the chair.

The chair has responsibilities toward all students in the department, especially concentrators and graduate students.
Many of these responsibilities are frequently delegated to the concentration advisor and graduate representative, but

the chair may be called upon to adjudicate disputes between students and faculty members. The chair should also


http://www.brown.edu/Administration/Dean_of_the_College/faculty/new_courses.php
http://gradschool.brown.edu/resources/directorsgrad_1135196186.pdf
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attempt to view the department and its curricular offerings from the students' perspectives, as well as from those of
the faculty, and if necessary to mediate between them.

The head of an academic unit:

e Countersigns (and endorses if appropriate) proposals for departmental and extra -departmental courses and
independent studies (GISP and IS courses) by faculty and teaching associatesf the department. (Follow this link

for GISP and IS forms.)

e  Presents proposals for concentrations to the CCC Executive Committee for screening. Interdepartmental
proposals must have the endorsement of all department chairs involved. Interdisciplinary concentrations are
under the supervision of faculty committees appointed by the Provost (or in special cases, by the President) and

are authorized to present concentration proposals, supervise concentrators, and propose courses.

Proposals for undergraduate courses (the original and 10 copies) are submitted to the Associate Registrar for Course

Information. Graduate Course proposals are submitted to the Graduate School.

e Provides the materials for the annual Course Announcement Bulletin and (separately) the Catalogue of
the University to the Registrar's Office, and the annual Guide to Liberal Learning to the Dean of the
College.

e Coordinates the review of undergraduate programs in t he department with the designated CCC sub-
committee, when the CCC so requests.

o Effects, upon the invitation of the Graduate Council, the department's participation in the review of its
graduate programs, collaborating with the Graduate Council's appointed sub-committee.

e Coordinates (and endorses when appropriate) faculty submission of grant proposals for the

development of the undergraduate curriculum.

2.4Budgeting and Staffing

The chair is the chief fiscal officer of the department, and is responsible for preparing budget proposals and

presenting them to the Dean of the Faculty or the Dean of Medical and Biological Sciences. Once the budget has been
approved, the chair must oversee requests for modifications of it when necessary. Some of this responsilility may be
delegated, but ultimately it is the chair who is responsible for the department budget. He/she must have a general
understanding of the overall financial condition of the University and be willing to interpret it to the members of the
department; the chair must also define and articulate to the administration the goals and ambitions of the

department.


http://www.brown.edu/Student_Services/Resource_Center/rc/gisp.php
http://www.brown.edu/Student_Services/Resource_Center/rc/gisp.php
http://www.brown.edu/Student_Services/Resource_Center/rc/gisp.php
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In practical terms, this means department chairs must budget realistically, present the budget request to the Dean for
approval, and administer the budget prudently throughout the fiscal year. Budgetary responsibilities therefore fall
into two categories: 1) planning and preparation, and 2) maintenance and control. These functions overlap during the

course of the year; while the chair controls the current budget year, he/she is also planning for the next fiscal year.

2.4.1 Planning

The Office of the Dean of the Faculty works with chairs regarding the budget and planning needs of the department.
There is of course frequent communication about particular budgetary or financial issues, but in the early spring of
each year the formal process of setting the budget for the following year takes place. The process includes evaluating
requests for leaves of absence, assessing the need for temporary teaing funds, reviewing the operational budget,
setting salaries, and so on. In the early summer, departments may request to undertake regular faculty searches in

the subsequent academic year.

2.4.2 Maintenance and Control of the Budget

Although the chair is responsible for the department's budgetary integrity, the daily or monthly accounting and
bookkeeping function is often delegated. To facilitate monitoring, however, it is recommended that department

chairs institute a systematic way of verifying al | monthly charges against their budgets.

The chair or his or her designee should approve only those expenditures which are covered by the departmental
budget. If a need arises that was not originally anticipated, the chair should try to cover the expense by transferring

funds from other budget categories. Requests for extraordinary supplemental funds may be directed to the Dean.

Every month the chair will receive from the Controllers Office two (2) reports pertaining to the previous month's

expenditures:

1. Monthly Labor Distribution Reports: Provides the detail of monthly, as well as fiscal year -to-date, salary and
benefit expenses, which are listed by employee and by account number charged. These reports should be verified

each month for accurate pay-out of salaries and benefits.

2. Monthly Ledger Account Statement and Transaction Reports: Provides the detail of monthly and fiscal year -to-date
expenditures and available budget, by category, for all departmental accounts. All monthly expenditure should be

verified by documents and/or requisitions retained in the departmental files.

(OWEEEPUDPOOOWET EPUUWOUWUOT 1 PUWET UDT Ol 1 UwOEA wWEEET UUwWUT T w/ UdYOU

reports related to their department.
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The above reports provide a monthly and fiscal year -to-date accounting of the expenditure pattern in the department
and the relation of this pattern to the department's original budgetary goals. The reports also serve as a useful tool
for future budgetary planning. If any in accuracies or unexplained items appear in these reports, it is the
responsibility of the chair or designee to follow up with the Controller's Office or the Office of the Dean of the

Faculty.

Chairs are urged to budget as realistically as they can becauseof the restricted amount of contingency money
available to satisfy emergency additions to the budget. When a chair makes such a request, it should be realized that

the Dean may be unable to approve it.

Requests to transfer funds from one line item to another within the departmental budget or to supplement the budget
are made via a budget change request. The chair or designee should submit a detailed request in writing to the

Office of the Dean of the Faculty for review, approval and final processing.

2.4.3.Guidelines Concerning Expenditures from all Institutional Funds to Support Faculty Research

Guidelines provide guidance for determining which expenses may be charged to all faculty research support funds.
The purpose of this policy is to ensure sound business practices, timely and accurate recording of expenses, and
compliance with tax regulation s under the Internal Revenue Code. To read the guidelines and policy in full, go to
http://www.brown.edu/Administration/Controllers_Off _ice/documents/guidelinesoninstitutionalfundsFinal.pdf

2.5 Staffing Plans and Rosters

Each department has an authorized roster, representing the maximum number of faculty appointments (FTE or full -

UPOI wi gUDPYEOI OUAwWxT UODPUUIT RAluégdlan EatultyumErhbers (h€irdriod thrpughueofe&sbrs, U 6

and including Lecturers and Senior Lecturers) are counted on the roster irrespective of their pay status in any given

year, as are faculty on leave. In exceptional cases, a particular appointment OE 8 wOOUWEOUOUWET EPOUVWE WET x
roster, e.g. a position supported by special funding arrangements; a target of opportunity hire; or an appointment

made especially to fill a professorship whose occupant might reside in any one of several departments.

Definitions:

e Roster FTHefers to the appointment, whether full or fractional, held by a faculty member in a department.
The roster FTE is established at the time an appointment is made, and is adjusted only very rarely. Roster

FTE may be less than 1.0n a department (as in the case of joint appointments, or if a faculty member is less
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than full -time), but it does not vary with leave status, nor with changes in year -to-year teaching
responsibilities.
e Effort FTErefers to the fraction of effort dedicated to a department in which a faculty member holds an
appointment. Divisions of Effort FTE may not be identical to splits in Roster FTE. For example, an
individual who holds a joint appointment (0.5 Roster FTE in each department) may regularly teach thr ee
courses in one department and one in the other. This would result in Effort FTE of 0.75 in the first
department and 0.25 in the second. The same division would be seen for someone who is appointed entirely
in one department (1.0 Roster FTE) butwho h)OE UWE w? EOQUUUT Ua» wExxODPOUOI OUwPbOwWEOOI
a course in that department. Normally, Effort FTE is changed only through agreement between

departments and with the dean.3

2.6 Summary: Role of Department Chair

The overarching leadership responsibility of the Chair is, working in collaboration with faculty colleagues, to
develop a strong, coherent vision for the development and growth of the department. This vision must be
communicated clearly to the administration, students, prospective st udents and alumni. In leading the department to

EET DI YI w0l 1 wUOPUZUwYDPUPOOWEOEwWT OEOUOWUT 1 wEl xEVUUOI OVUwWET EPUwWDU

e Strengthen faculty in new and emerging areas or in critical traditional areas where departmental strength is
lacking.

e Provide general oversight of the activities of the Department and the functioning of its education program.

e Promote the welfare of the Department faculty and staff and foster a cooperative and collegial departmental
atmosphere.

e Serve as the primary channel of communica® OOw ET UbP1 1 Ow U7 1 w #1 xEU0OI O0w EOE W
Administration.

Among the specific responsibilities of the Chair are the following:

e Call regular department meetings, preside at these, and ensure that minutes of such meetings are taken and
subsequently distributed and maintained.

e Appoint the officers of the Department and members of Department committees.

e Plan and supervise the processes of the faculty recruitment, implementing in so doing any relevant

decisions of the Department that may have previously been taken.

® Note that Effort FTE is not equivalent to a department -supported FTE which indicates the percentage of a faculty

annually to reflect leaves and other adjustments.

10
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Organize and carry out the annual collective department review by senior faculty of each untenured faculty
member and communicate in writing the results of this review to the untenured faculty member in question
and to the Dean of the Faculty.

Ensure that University policies and procedures are understood by those responsible for financial
transactions, and that the department operates within the constraints of externally and internally funded
budgets.

Conduct an annual evaluation of the perfor mance of each faculty member of the Department and
recommend a salary for each such individual to the Dean of the Faculty.

Oversee the preparation of all documents needed for reappointment or promotion of faculty.

Oversee staff evaluation, salary setting and staff development.

Communicate departmental needs and plans to the administration and in turn communicate the
$R1TUEPUT wil O UEOQwWOYT UUPTT Owdl wll T w#l xEUUOI fAl0thalisabfUEEUEUT w
department courses for inclusion in the annual University Course Announcement. Oversee the appropriate
procedures for the establishment of new courses.

Work with the Departmental Manager or the person in the equivalent position to make su re that all
departmental deadlines are met, that jobs are appropriately delegated, and that a yearly budget for the
department is planned and approved.

Represent the Department in all TPAC-related issues.

Assign office and laboratory space in the Department, and discuss any concerns about space or its use with

OT1 w/ UOYOUUzUwWOI I PEI
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Work with the Office for the Vice President for Research to attract large block research grants for the
department.

Work with the Office for the Vice President for Research on all issues regarding compliance with contracts
and grants, conflict of interest policies, intellectual property issues, and the commercialization of products
resulting from research.

Review in advance all requests for external funding by department faculty.

2.7 Relevant Policies

Chairs are also responsible for being familiar with University policies, which are articulated throughout this

Handbook. Several specific policies are listed here, others are found in Chapters 4 on Affirmative Action and23

m?, PUET OOEOI OUUw, EVUI UU» A8 wwuw
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2.7.1 Sexual Harassment

Sexual harassment is prohibited by policies implemented at Brown University.

Brown University , through its policies and procedures, seeks to provide an environment that is free from sexual
harassment and sexual assault. Such conduct seriously undermines the atmosphere of trust and respect that is

essential to a healthy work and academic environment.

This policy applies to all members of the university community both on -and off-campus including Brown University
sponsored events and activities. Sexual harassment may involve the behavior of a person of either sex against a
person of the opposite or same sex, and occurs, but is not limited to, such behavior that constitutes unwelcome sexual

advances, request for sexual favors, and other unwelcome verbal or physical behavior of a sexual nature.

Important: Sexual Harassment need not be intentional. Undl Uw! UOP Oz UwUl RUEOwWI EUEUUO]I OUwx OODF
x1 UUOOwPT OWwPUWEOOI 11T EwOOwWT EYI WETTEYI EwPOxUOx1 UCawbUwdOUwUI O
policy has occurred. The relevant determination is whether a reasonable person could have interpreted the alleged

behavior to be sexual.

Follow this link for additional information on what constitutes sexual harassment, where to report it, how it is

handled and other aspectsin detail . This document is also available in hard copy by contacting 863-2389.

2.7.2 Discrimination and Harassment

Brown University does not tolerate unlawful discrimination and harassment. Unlawful discrimination is defined by
federal and/or state statues to include unfavorable or unfair treatment of a person or class of persons because of race,
color, religion, sex, national origin, age, disability, veteran status, sexual orientation, gender identity, and gender
expression. Unlawful harassment is harassment that refers to or is based upon the protected status of the person or
persons being harassed. Unlawful harassment in the work environment is created if conduct of another person is

UUI I PEDPI O0OCawUl UPOUUwWI OOUT T wlabiltytowpeOrmiérfob.Ui 1 UT UwpDUT wEOwI O0x00

Employees can report allegations of discriminatory and harassing behaviors without fear of retaliation. Brown will
investigate reports of alleged discrimination and harassment and take reasonable care to prevent and promptly
EOUUI EOwEGAWEI T EYPOUUwWPT PET WEUIT wi OUOEWUOWET wbOwYDOOEUDOOWOI w

harassment.

Follow this link for additional information on what constitutes discrimination and harassment, where to report it,

how it is handled and other aspects in detail. This document is also available in hard copy by contacting 863-2389.

12
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2.7.3 Drugs in the Workplace

All employees are prohibited from the unlawful manufacture , distribution, dispensing, possession or use of illegal
drugs and controlled substances, and abuse or misuse of prescription medications on Brown's premises or as part of
University activities, in vehicles owned or provided by Brown, at work sites at whic h University duties are being
performed by employees, or in the workplace (unless specifically authorized). Reporting to work or working while
impaired by alcohol or illegal drugs is also prohibited. In addition, the use of alcohol or illegal drugs while u  sing

machinery or heavy equipment owned or operated by Brown is prohibited.

Examples of substance abuse and misuse related behaviors not tolerated by the University include, but are not

limited to:

¢ Alcohol use by employees at Brown which interfereswitht T 1 wl Ox 00al 1l z UWEEPOPUawOOwl 111 E
responsibilities of their positions.

e Reporting to work or working while impaired by alcohol or illegal drugs.

e The use, sale, manufacture, possession, or distribution of alcohol or illegal drugs while at work .

e The inappropriate use of prescription or over -the-counter drugs (i.e., use in excess of medical necessity as
EIl Ul UODPOI EwEawUT 1 wxUI UEUPEDPOT wxT AaUPEPEOOWOUwWOOwWUT 1 wi 301 O
his or her job ¢ unless such use haseen cleared by the University authorities, or use of prescription drugs
not prescribed to that employee).

e Commission of a crime involving the use, possession, sale or distribution of any controlled substance.

e  Failure to report to the employer (within five (5) days of the conviction) any conviction of a violation of a
criminal drug statute that occurred in the workplace.

e  Furnishing alcohol to those on campus under the age of 21.

Disciplinary actions resulting from violations of this policy may include satis factory participation in a substance
abuse treatment, counseling or education program as a condition of reinstatement or continued employment with the

University, suspension, termination of employment, and referral for prosecution.

Employees with a substance abuse problem are encouraged to request assistance through the Employee Assistance
/ UOT UEQwp$ / AwEIT | OUI wbUOwUI UUOUUwWPOWEwWOTI TEUDYTI wbPbOXxEEUwWOOWUT 1 w
program does not exempt an employee from the consequences of past actions which have occurred, or from the

proper performance of assigned duties.

HR Policy #20.042, Drugs in the Workplace, issued, in part, to ensure compliance with the Drug -Free Workplace Act

of 1988. Follow this link for additional information.

13
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Chapter 3. Affirmative Action and Equal Employment Opportunity

Brown University does not discriminate against any person be cause of race, color, religion, age, national or ethnic
origin, disability, status as a veteran, sexual orientation, gender identity, gender expression, or sex, except where sex
is a bona fide occupational qualification. The University will develop, and up date an affirmative action program and
will insist on a good -faith effort on the part of its employees to comply with the program. As affirmative action

implies, Brown University will continue to make strong, positive efforts to ensure that minorities, wom en, disabled
persons and veterans are given full opportunity for employment, upgrading, counseling, training, and participation

in all University -sponsored programs and social activities. The University will request and expect its agents and

those with who m it conducts its affairs with to meet the commitments of this important program.

The Office of Institutional Diversity is responsible for the coordination and oversight of the University's affirmative

action and equal employment opportunity programs.

Information is available for employees of Brown University to familiarize themselves with the concepts of Equal
Employment Opportunity and Affirmative Action, to explain the laws which govern these concepts, and to outline
the procedures practiced by Brown Un iversity to ensure their implementation. Our policy webpage, Equal

Employment Opportunity and Affirmati ve Action in Employment Policy , also includes:

e Corporation Statement on Nondiscrim ination.
e 1UOPOzUwW/ OOPEPT UwUI T EUEDPOT w( OEDYPEUEOUwWPPUT wgPUEEDPODPUD
e Veterans Assistance in the employment context.

e Listing of Internal and External Resources for issues, including complaints, regarding these topics.

This informatio n is also available in hard copy by calling 863-2389

14
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Chapter 4. Academic Responsibilities and Ranks

4.1. Full-Time Appointments

Faculty appointments, unless otherwise stated, are considered full-time appointments. Although there is normally
not a setnumber of hours or days that a faculty member must be present on campus, except to meet teaching
responsibilities, an appointment as a full -time faculty member at Brown carries primary professional responsibility to
the University, to its educational missi on, and to its students, whether or not the faculty member is on campus or is
spending time away from the University. This includes during sabbatical leave or other types of leaves of absence,
paid or unpaid. Full-time, regular faculty members are therefore not permitted to hold regular (tenured or tenure -
track) positions elsewhere, except under special circumstances and only with the prior written permission of the

Dean of the Faculty or the Dean of Medicine and Biological Sciences, as appropriate.

Full-time regular faculty members with tenure or in tenure track positions are considered twelve month employees of
30 each year. Appointments o Lecturers and Senior Lecturers and other non-tenurable appointments shall also be
considered twelve month appointments unless specifically exempted from this policy and/or as may be included in

the appointment letter. Academic year salaries are normally for work performed over a period of 9, 10, or 12 months.

4.2 Employment outside of Brown University

A faculty member who has a full -time appointment with Brown University may not accept employment with another
employer without written approval of the De an of the Faculty (or Dean of Medicine and Biological Sciences). As
noted above, faculty members with full -time appointments are prohibited from accepting a full -time or part-time
tenured or tenurable position at another educational institution, or any po sition which would be considered a
permanent position by the other institution. Examples would include, but not be limited to, a full -time faculty
appointment which includes teaching and/or research duties at the second institution or an administrative
appointment as a dean at the second institution. This prohibition applies even if the faculty member is on leave
status from Brown University, regardless of the type or status of the leave and whether paid or unpaid. (See also

Chapter 6.6 regarding termination of previous employment.)

Full-time faculty of Brown University, with the written approval of the Dean of the Faculty (or Dean of Medicine and

Biological Sciences) obtained prior to acceptance of such a position, may accept an appointment at another institution

which is designed to be temporary in nature, normally in the form of a Visiting appointment. Approval may be

TUEOU]I EwPl WUUET WEOQWExxODOUO!I OUwPUwi OUwWOOT wal EUwOUwWOI UVWEBEWE

Brown University.
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Any employment or outside consulting, other than incidental outside employment or consulting in accordance with
1 UOP Oz UwWwUUE U] E wx7BY) Bustheunppidvdd tny'thie Beall df tawFaculty (or Dean of Medicine and
Biological Sciences) prior to acceptance of employment or extended consilting duties. 4 Faculty must report outside

employment or consulting on the Conflict of Interest Form required to be submitted annually.

4.3 Absence from Campus during the Academic Year

The 'Faculty Rules and Regulations' specify that faculty members must be present and regularly available on
campus during the academic year, starting with the beginning of Orientation week and ending with
Commencement. While there is no explicit exception noted regarding the period between semesters, it has
long been understood that many faculty members use this time for concentrated research efforts, including
travel that takes them away from campus. Faculty members are nevertheless reminded that they have an
obligation to contribute to departmental activities that normally take place during the month of January,
especially since this can be an important time for faculty searchesand review of doctoral student admission

applications.

Classes are expected to meet during all regularly scheduled class meeting times during the smester; classes
that are not held for legitimate reasons should be rescheduled in conformance with The Faculty Rules and
Regulations. If classes are not held during Reading Period, an alternative assignment should be given and

must be announced no later than mid -semester (see Faculty Rules and Regulations, section 7, Il)

Faculty members who will be absent during the academic year should notify their department chair at least
ten days in advance of the anticipated absence, stating the purpose of the absene and informing the chair of
what arrangements have been made for the teaching or make up of any classes that will be missed during the
absence; contact information should also be provided. (Department chairs should notify the Dean of the
Faculty or the Dean of Medicine and Biological Sciences, as appropriate, and provide information about any

arrangement for coverage of responsibilities.)

4.4 Definitions of Academic Ranks

The following definitions apply to part -time as well as full-time academic staff of the University. Regular Faculty are
defined as those campusbased individuals who hold the titles of Instructor, Assistant Professor, Associate Professor
or Professor (without prefix or parenthetical suffix) and those individuals whose appointments as Lec turer or Senior

Lecturer are half-time or more. All definitions are predicated on the following principles:

4 The primary employer of a faculty member on extended leave of absence remains the University. The employee
must therefore comply with policies of the University, including but not limited to, Conflicts of Interest and
Commitment and the Patent and Invention policies.
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A Faculty titles are determined by the responsibilities of the position which the faculty member holds, and not
by personal preference, tradition, or other criteria. Ranks and ladders shall be unambiguously defined.

A The responsibilities of Regular Faculty are as described in theFaculty Rules and Requlations (Version 7.0,

July, 2008), Part 5, Section 11, Il C.
A ltis the Department, Program or Center which, in conformity with University policy, determines the

responsibilities and duties of the temporary faculty that it wishes to appoint.

4.5 Tenurable Ranks

The tenurable ranks at Brown are Professor, Associate Professor, and Assistant Professor. Those holding these ranks
are hired for initial periods of more than one year, and, in the case of tenured faculty, until retirement or resignation.
Faculty at theseranks are expected to hold the highest academic degree that can be earned in their fields, and all are
expected to teach classes, advise students, engage in research and other scholarly undertakings and participate in
departmental and University activities - all to a high degree of excellence. Those holding ranks which are not

tenurable (see below) may not necessarily fulfill all of these conditions.

Assistant Professors

Initial appointment at the rank of Assistant Professor is for a term of three years. The appointment may be renewed,

following review (see Chapter 1 0), for a period of two or four years.

Associate Professor

The rank of Associate Professor usually carries tenure and is thus of unlimited duration.

On occasion, an initial appointment may be made at this rank, without tenure; this may be done in situations in

Pi PET wOT 1 wel xEUUOI OU0wbpPUT 1 UwOOwl ECI T UwbOi OUOEUDPOOWEEOUUWOT T w
completion of one or more projects will be important in assessing the case for tenure. Such an appointment is

normally for no more than five years.

Appointment as, or promotion to, Associate Professor (whether tenured or untenured) requires review by the

Tenure, Promotions, and Appointments Committee.

Professor

17
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Appointment as Professor is ordinarily tenured. On rare occasion, term appointments at this rank may be
appropriate. Consultation with the Dean of the Faculty or the Dean of Medicine and Biological Sciencesis

recommended if such an appointment is contemplated.

4.6 Other Ranks

4.6.1 Instructor

Appointment in the rank of Instructor is normally offered to qualified persons who have nearly completed the
requirements for the highest degree appropriate to their disciplines, but who do not yet possess it at the time of their
initial appointments. Upon certification that these requirements have been completed, promotion to the rank of
Assistant Professor will normally follow. If the Ph.D. requirements are completed before the opening of the academic
year, the promotion in rank and the attendant salary increase will be retroactive to July 1st. If, however, the Ph.D. is
completed after the beginning of the academic year, promotion in rank will be effective at the beginning of the next
semester, but the attendantsalary increase will be effective on the first day of the calendar month following
completion of the Ph.D. Instructors may perform the same duties as those in tenurable ranks, but their service in this

rank is not counted as part of the probationary perio d.

4.6.2 Lecturer

Lecturers are individuals with appropriate professional qualifications who are appointed to teach one or more
courses or to carry out other academic responsibilities which are appropriately assigned to regular members of the
department faculty, but who are not expected to fulfill the requirements of scholarly research that are expected of

faculty who hold professorial rank.

Initial appointments may be for one, two, or three years, and may be renewed for fixed terms of no more than three

years, so long as the needs of the department and the quality of performance warrant such appointment.

Contingent and Concurrent Appointments as Lecturdtere are some cases in which a regular staff position includes
some regular teaching responsibilities. Such positions are structured and defined so that individuals holding them
are likely to be qualified to teach in the department or program in which the staff position resides. In such cases, the
incumbent may be appointed as Lecturer, concurrent with and contingent upon the staff position. Teaching is at the
discretion of the director or chair, and is not compensated separately. The Lecturer appointment should be for a

renewable term of 3 to 5 years.

A Lecturer appointment is not appropriately made to accommodate a particular individual, nor to address temporary

or irregular teaching needs. In those cases, an Adjunct appointment should be considered (see below, 5.6.6).
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4.6.3 Senior Lecturer

Senior Lecturers have the same responsibilities as tlose defined for lecturers (see above), except that individuals are
normally eligible for promotion to this rank only after the second of consecutive three year appointment as lecturer,
or after a total of six years of appointment in rank. Reappointments at this rank may be for periods of up to six years
provided that performance is satisfactory and that enroliment figures warrant such long -term reappointments.

Departments should develop clear standards for promotion to Senior Lecturer.

4.6.4 Clinical Faculty (see 5.9 for Clinical Titles in the Division of Biology and Medicine)

Clinical Faculty are appointed to support degree programs which require faculty members who have expertise and a
record of distinguished achievement gained from professional, artistic , and/or practical experience and activity
outside the academy. Clinical faculty will be appointed most commonly to teach one or more courses, as well as to
carry out other academic responsibilities appropriate to a Brown degree program; they are not expected to fulfill the

same requirements expected of faculty who hold tenure -track appointments.

Clinical faculty members are appointed based on their ability to serve the projected needs of the program and on
their teaching effectiveness. Appointments are for a period of 1-5 years and are renewable. It should be noted that
clinical faculty are non -voting members of the faculty; they may, however, be granted voting rights within their

home department.

Clinical ranks are as follows:

Clinical Assistant Profess: An individual with professional, and/or artistic training who has documented
gualities as a teacher and a record of professional accomplishment. Appointment at this rank is for

indefinitely renewable terms of 1 -3 years.

Clinical Associate Professadk senior professional, practitioner, or artist who has achieved acknowledged

standing in his/her professional community and has demonstrated effectiveness as a teacher. Appointment

at this rank is for indefinitely renewable terms of 3 -5 years.

Clinical Professor A senior professional, practitioner, or artist who has demonstrated professional
competence in a position of great responsibility, who has achieved national/international recognition for
his/her professional accomplishments and who has demonstrated teaching and leadership effectiveness.

Appointment at this rank is for indefinitely renewable terms of 3 -5 years.

As these definitions are applied to specific academic programs, additional requirements may be added.

4.6.5 Artist (Writer, Poet, etc.) In Residence
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This title is reserved for members of the Brown faculty who make continuing and distinguished contributions to the
artistic life of the campus as well as to the external local, national and international communities. This may be held
concurrently with a regular faculty designation, e.g., Senior Lecturer in English and Writer -in-Residence. Such

appointments are ordinarily made on a "pre -select" basis and are limited to no more than three years.

4.6.6 Adjunct Faculty

Adjunct faculty are persons w ho are currently employed elsewhere, or who, if holding full -time administrative
positions at Brown (but with no concurrent faculty positions at Brown) are appointed to meet a specific department
need, which is consonant with faculty responsibility. Such r esponsibilities may include, but are not limited to, the

teaching of a specific course or seminar, serving as a reader on a dissertation, or an advisor on a research program.

The appropriate track (Lecturer or Instructor/Professorial series) is determined by the specific responsibilities of the
position; the rank within track will be determined by the experience and qualifications of the individual. In no case,
however, may those who hold concurrent faculty appointments elsewhere be appointed at Brown at r anks higher

than that at their home institutions.

Full-time or part-time Brown University administrators who teach students or classes on a part -time or irregular
basis should be designated as "Adjunct” faculty (Lecturer, Instructor, or one of the three Professorial ranks). The
specific track and/or level should be based upon the experience and credentials of the person as well as the level of

responsibility which is undertaken.

Only those administrators whose administrative appointments are conditioned u pon or result from regular (as

defined above) faculty responsibilities may hold faculty titles without the prefix "Adjunct." See above

Adjunct faculty may be appointed for definite terms of one, two, or three years. They are renewable if this is justifie d

by departmental need.

Adjunct faculty members are non -voting members of the faculty.

4.6.7 Visiting Faculty

Visiting faculty ("visiting" being a prefix for the academic titles of Lecturer, Instructor and the three Professorial

ranks) are those individ uals who, while on leave from another occupation or institution, or with no permanent
affiliation elsewhere, are appointed to replace individuals on leave, or, if in the "(Research)" track (see below), to meet
the needs of a department's or faculty member's research program. Normally the rank of those on leave from another

institution will correspond to their rank at that institution, provided the position that they have applied for at Brown
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calls for such a rank. The standards of scholarship for holding a visiting appointment in the lecturer or professorial
ranks are the same as required of Brown's own faculty, and the duties will be those of the position to which the
visitor is assigned, except that there is no specific requirement of service obligations to the department and the

University. Such appointments are generally not renewable beyond the initial term of appointment.

Visitors are non-voting members of the faculty.

4.6.8 Professorat-Large

The Professorat-Large title is reserved for scholars of exceptional distinction who are invited to teach at Brown as
visiting faculty in order to enhance the existing strengths of particular academic programs or meet special needs. The
terms of appointment may be for periods ranging from a few weeks to several years. The appointments of such

individual s are normally made on a pre-select basis.

4.6.9 Research Faculty

Faculty appointments in the Professorial ranks with the suffix "(Research)" are provided for individuals who devote
their primary efforts to resea rch, the area of such research having been identified by the division, department or

program as being an integral part of its mission. Salary for these positions is provided from external funding.

Individuals holding such positions are expected to be able to initiate independent research and will have
qualifications which are not distinguishable from those of faculty who hold tenurable rank. They are voting

members of the faculty.

Although individuals in these positions may occasionally teach, such teach ing will not be part of the continuing
responsibility of the "(Research)" faculty member, and on those occasions when teaching is undertaken it will not

exceed 50% of the effort of the individual faculty member.

"(Research)" faculty may also be designatedas Visitors or Adjunct, as indicated above.

4.7 Other Officers of Research and/or Instruction
4.7.1 Research Staff

Research Staff are individuals who are appointed to meet particular and defined needs of a project or program.
Research Staff positions ae not permanent ones, and consequently, such individuals are appointed for limited terms.
Some research staff members enjoy an ongoing affiliation with Brown, whereas others are appointed to assist with

short-term research projects and or address particular limited -duration research needs. Note that some research staff
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members (postdoctoral fellows) are not employees of the university. Research staff members do not have voting

rights.

A Investigators: Investigators must have a doctoral degree or equivalent. Their research experience is
equivalent to an instructor or assistant professor. Investigators are appointed for a one-year term,
renewable from year to year up to a maximum of three years.
A Research Associates: Research Associates musthaveaE UUT Uz UwET T UT T wOUwl gUPYEOI O0wUO
experience. Research Associates are appointed on a yeaby-year basis for a maximum of three years.
A Research Fellow: Research fellows must have atOT EUUWE w, EVU0OT Uz UwET T Ul 1 m@®Uwl daUDYEOI
experience. Theirs is meant to be a transitional appointment for Brown appointees who have recently
completed degrees or for others whose skills are required on a shortterm basis and no longer than a year.
Their appointments are not renewable. Beause they are shortterm and non-renewable, they are not
eligible for the benefits provided to regular employees.
A Senior Research Associates: Appointees are individuals with at least three years of service as a Research
Associate. They must hold the PhD (or equivalent) and possess a research reputation comparable to that of
an advanced Assistant Professor or Associate Professor. Reappointment at this rank may be for a period of
up to three years and is renewable.
In addition, the University makes a number of postdoctoral appointments that support its research mission. Such
appointments are intended to enhance the academic and research development of the appointee. Postdoctoral
appointees receive supervision and mentorship by a senior scholar, and are guararteed freedom to publish. All
postdoctoral appointments, since they are designed to support the academic development of the appointee, have

limited terms; exceptions to term restrictions may be granted by the appropriate dean. All Postdocs must hold the

PhD (or equivalent). All Postdocs have access to health and dental insurance.

Postdoctoral Research Associates and Fellows are individuals in the preparatory or learning stages of their careers
who are appointed to meet particular and defined needs of a pr oject or program under the supervision of a regular

faculty member.

A Postdoctoral Research Associatesire employees of the University: they receive a salary and all employee

benefits for which they are eligible, and the grants which support them are assessed accordingly.
Individuals are appointed on an annual basis, for a maximum term of five years.

A Postdoctoral Fellows are in residence to conduct research supported by fellowships; they are normally paid

stipends. Most Postdoc Fellows are not Brown employees, but they may participate in a University health

and dental plan. Individuals are appointed on an annual basis, for a maximum term of five years.
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4.7.2 Teaching Appointments for Brown University Graduate Students

Note: Departments should, when initially requesting approval for any of these positions, make clear which level of

experience is necessary for the particular course for which coverage is being requested.

Teaching Fellows are advanced graduate students who have primary responsibility for a course or courses, and
whose qualifications and experience merit this level of appointment. Appointments are made by the Graduate
School upon an appropriately documented recommendation. Each recommendation for an appointm ent as a
Teaching Fellow must be accompanied by a letter explaining the person's training and experience which
qualifies him/her to assume responsibility for a course. Recommendations for the teaching of departmental or
program courses are made by the depatment or program head; recommendations for undergraduate extra -

departmental courses should also be made by the Dean of the College.

Teaching Assistantsdo not have primary responsibility for a course but teach courses under the supervision of a

faculty m ember who is responsible for the course. A Teaching Assistant (TA) may lead discussion or laboratory
sections of a large course, give some of the lectures in a norsectioned course, confer with students about their
work, and generally support classroom ins truction. Teaching Assistants must be advanced students with the
Master's degree or its equivalent, and be capable of carrying out instructional duties within the limits described.
Appointments go through the Graduate School; and each recommendation for th e appointment of a Teaching

Assistant must be accompanied by a letter setting forth the candidate's qualifications.

Assistants support classroom instruction, not by teaching in a course, but by preparing materials, grading
exercises and examinations, consiting with students, and (if qualified) directing recitation, problem or
laboratory sections. Appointments are made through the Graduate School and need not be accompanied by

documentation.

Grading Assistants have no direct contact with students but assist the teaching faculty by grading or by

preparing demonstrations. Appointments are made through the Graduate School and need no accompanying

documentation.

4.7.3 Teaching Associates

This group of officers of instruction consists of individuals who are not graduate students at Brown but whose levels
of formal education and teaching experience are generally comparable to those Brown University graduate students
who have been assigned similar instructional responsibilities. Teaching Associates are appointed for temporary

periods of no more than one year, to teach one or more courses (or sections of courses) which are ordinarily taught by
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Brown University Graduate Teaching Assistants, or T eaching Fellows, but for which there are no resident Brown

University graduate students currently available and qualified.

Such positions are normally filled as the result of a search, however modified or limited it may be. Individuals in
such positions are not expected to participate in departmental matters or in student advising; their primary

responsibility is the teaching of the particular course and/or section.

From the standpoint of the salary of Teaching Associates, there are two levels determinedby the individual's highest
post-baccalaureate degree and his or her previous teaching experience. These levels are for: 1) Individuals who have
not reached the dissertation stage in their graduate work and/or have fewer than two years previous university -level
teaching experience. Such persons are paid at the same level as Brown's Teaching Assistants. 2) Those that have
completed all of their Ph.D. requirements except the dissertation and have at least two years of previous university -

level teaching experience. The salary for this group will be the same as that for Brown's Teaching Fellows.

4.8 Courtesy Faculty

Definition: Faculty who are only temporarily affiliated with Brown, but who receive no salary, benefits, or other

compensation either from the instructional budget, or from grants and contracts.

Responsibilities: None. Such individuals usually come to Brown at their own request, and are received by the
relevant department(s) as disciplinary colleagues who are on campus to pursue their own work whil e making use of
Brown's facilities. Often these persons are on sabbatical leave from their home institutions. They are not employees of

the University.

Courtesy Faculty may be designated as Visiting Scholars, Visiting Investigators, or Visiting Scientists, as

recommended by the department requesting the appointment.

Such appointments do not require EEO review, nor is an FPA required. All that is necessary is a written request from
the department to the Dean of the Faculty or if appropriate, Dean of Medici ne and Biological Sciences, and a current

C.V. for the individual in question.

Faculty in these ranks are not entitled to receive remuneration, whether in the form of salary or benefits or otherwise.
They may receive a reasonable honorarium for informal p articipation in the intellectual life of the department or
other unit, but such appointments come with no expectation of services. If regular responsibilities requiring
compensation are to be considered, an appointment to another, more appropriate rank should be made. In no case

may such a change occur without an FPA and a search appropriate for the situation (as determined in discussion
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with the Office of the Dean of the Faculty (or if appropriate, Dean of Medicine and Biological Sciences) and the

Associate Provost and Director of Institutional Diversity).

4.9 Non-Tenurable Research and Teaching Appointments Specific to the Division of
Biology and Medicine

Faculty members with the titles listed below are physicians or health scientists whose primary prof essional effort(s)
is/are as an employee of Brown or of an affiliated organization(s). Academic faculty members with the titles listed
below in this section are voting members of the Brown University faculty in accordance with the Faculty Rules and

Regulations of Brown University.

4.9.1 Instructor in/of (Department)

Physician or health scientist who has completed training in his/her area of specialization
and who has demonstrated an ability to interact effectively with medical students and
house officers, particularly through teaching, and who has demonstrated an interest in

research. Appointment at this rank is limited to two 2 -year terms.

4.9.2 Assistant Professor of (Department )

Physician or health scientist who has documented qualities as a teacher of medical students and house
officers and who has documented ability to conduct research. Other criteria that may be considered are:
Formal clinical training in this discipline will h ave been completed and persons with an MD degree
should be Board eligible. The individual shall also have demonstrated the potential for carrying out
quality investigations published in refereed journals bearing his/her name as principal author.
Appointmen t at this rank is limited to three 3 -year terms. At the end of the second term, the person must

designate a track.

4.9.3Associate Professor of (Department), Research Scholar Track

Faculty member who has established an independent, productive research program, supported by
significant, independent (non -mentored), external, competitive, peer-reviewed grants and with a
reasonable assurance of continuity or productivity. A continuous record of excellent teaching is expected.
The individual must have a nationa | reputation in his/her area of research. The quality and productivity

of the research program are evaluated by letters from outstanding scientists in the field outside Brown
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University, who are asked to assess the research program, to compare the candidag with others in his/her
national peer group, and to indicate their support for promotion or appointment. Service contributions to
the University or affiliated hospital will be given positive consideration when a substantial role can be

documented. Appoint ment at this rank is for five -year renewable terms.

4.9.4 Professor of (Specify Department), Research Scholar Track

A faculty member who is an established, independent investigator, with sustained significant,
independent, external, competitive, peer-reviewed grant support and who has continued to demonstrate
productivity and solid, well -regarded research since the previous promotion. The quality and
productivity of the research program are evaluated by letters from outstanding scientists in the field
outside Brown University, who are asked to assess the research program, to compare the candidate with
others in his/her national peer group, and to indicate their support for promotion or appointment. An
international reputation for scholarship, and a continue d record of excellent teaching are expected.
Memberships on NIH study sections and other review boards, membership on editorial boards of
distinguished journals, and active, academically meaningful participation in professional societies will be
given positive consideration. Service contributions to the University or to the hospital will also be given
positive consideration where a significant and continuing role can be documented. Appointment at this

rank is for renewable five -year terms.

4.9.5 Associate Rofessor of (Specify Department), Teaching Scholar Track

A faculty member who has assumed a major teaching role in a University program (for example, the
leadership of, or a major contribution to, a required course, or supervision of a University -sponsored
residency or fellowship program, or in a substantial ele ctive course offered yearly). Excellence and
innovation in teaching attested by students and also, if possible, by peers, is a major requirement for this
appointment. The individual must have a national reputation in his/her area. The individual will be
evaluated by letters from outstanding faculty in the field outside Brown University who are asked to
compare the candidate with others in his/her national peer group, and to indicate their support for
promotion or appointment. A continuous record of scholarl y publications since the last appointment or
promotion, which includes peer -reviewed publications and may include textbooks, curriculum models,
descriptions of clinical issues or audio-visual materials, or book chapters, is also expected. Exceptional

clini cal skills are accorded positive consideration. Also considered favorably are service contributions to
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the University or the hospital when a significant role can be documented. Appointment at this rank is for

renewable five-year terms.

4.9.6 Professor of (Specify Department), Teaching Scholar Track

A faculty member who has obtained a national reputation as a teaching scholar in his or her discipline
and who has exceptional skills as an educator. New or qualitatively different teaching activities since
appointment to Associate Professor should be documented. The individual will be evaluated by letters
from outstanding faculty in the field outside Brown University who are asked to compare the candidate
with others in his/her national peer group, and to indica te their support for promotion or appointment. A
continuing record of publications since promotion to the previous rank is expected. Clinical skills, as well
as contributions to the University or the hospital, will be considered positively. Appointment at  this rank

is for renewable five -year terms.

4.9.7 Research Faculty

(Research) faculty are faculty whose major contribution to the Department of () is the conduct of
biologically or medically related research. Research faculty may contribute to teaching activities by
guiding undergraduate, graduate and medical students in research and/or by participation in courses at

the discretion of the Department Chairman. (Research) faculty shall conduct their activities in a
University -affiliated hospital and/or at t he University. (Research) faculty have full voting rights in the

University faculty. Financial support for (Research) faculty must come from external sources or the
hospitals: the University is not obligated to fund their salaries, fringe benefits or provi de research support

for these faculty.

Above the level of Instructor, no limit is placed on the number of times a research appointment may be

renewed. Renewal of research appointments shall be based upon research productivity as well as the

continued avalEEDPOPUa wOi wi UOEUB w( | wEwWlI UEOUwWUI UOPOEUT UWET T OUIT
titte may be retained until the end of the term. During this period the appointee may take a leave of

absence, or continue research and teaching activities without salary or fringe benefits, while reapplying

for support. Recommendations for appointment or reappointment may be made contingent upon the

award of external support for which application has been made.
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Instructor in/of (Department) (Research): Professional who has demonstrated research potential through

significant commitment to scholarly studies, e.g. through postdoctoral research, training, or original

publications. Appointment at this rank is limited to one 2 -year term.

Assistant Professor of (Department) (Research) Scholar who has demonstrated research ability through

scholarly publication in journals, which publish peer -reviewed papers. Appointment at this rank is for

indefinitely renewable 3 -year terms.

Associate Professor of (Department) (Research)Faculty member who has established an independent or
collaborative, productive research program, with a reasonable assurance of continuity or productivity,
and the individual must have a national reputation in his/her area of research. The quality and
productivity of the research program are evaluated by letters from outstanding scientists in the field
outside Brown University, who are asked to assess the research program, to compare the candidate with
others in his/her national peer group, and to indicate their support for promotion or appointment.
Teaching and service contributions to the University or affiliated hospital will be given positive
consideration when a substantial role can be documented. Participation in NIH study sections and other
review boards, membership on editorial boards of distinguished journals, and active, academically
meaningful participation in professional societies will be given positive consideration. Appointment at

this rank is for five -year renewable terms.

Professor of (Department) (Research) A faculty member who is an established, independent investigator,

and who has continued to demonstrate productivity and solid, well -regarded research since the previous
promotion. The quality and productivity of the research progra m are evaluated by letters from
outstanding scientists in the field outside Brown University, who are asked to assess the research
program, to compare the candidate with others in his/her national peer group, and to indicate their
support for promotion or appointment. An international reputation for scholarship Memberships on NIH
study sections and other review boards, membership on editorial boards of distinguished journals, and
active, academically meaningful participation in professional societies will b e given positive
consideration. Teaching and service contributions to the University or to the hospital will also be given
positive consideration where a significant and continuing role can be documented. Appointment at this

rank is for renewable five -year terms.

4.9.8. Clinical Titles in the Division of Biology and Medicine

28



@5 BROWN _ o
Handbook of Academic Administratio

Novembe£009

Faculty who hold Clinical titles may be community -based practitioners or non-physician health scientists
or they may be employees of affiliated organizations or Brown University. Ther e are two clinical tracks -
Clinical Voluntary and Clinician Educator. Clinical voluntary faculty appointments carry with them an
assumed obligation to provide a minimum 100 hours of service to the Department or Medical School per
year. The Clinician Educator track is a sub-set of the clinical track. Clinician Educators are physicians or
health scientists whose primary effort is as an employee of Brown or of an affiliated organization.
Clinician Educators will be obligated to provide a minimum of 200 hours of teaching per year; excellence
in teaching and/or clinical research must be documented by student and peer teaching evaluations and
letters of reference. Clinician Educators will be identified by the suffix (Clinical) following their title, e.g.
Assistant Professor of Pediatrics (Clinical). This will distinguish these faculty from Clinical Voluntary

faculty whose titles shall remain as before; e.g. Clinical Assistant Professor of Pediatrics.
In accordance with the Faculty Rules and Regulations, clinical voluntary and clinician educator faculty

usually have full voting rights only within the Department and the Medical School.

Clinical Voluntary Titles include:

Clinical Instructor in/of (Department) : Physician, health scientist, or health professional who

participates in academic activities and interacts effectively with medical students and/or house

officers through teaching. Appointment at this rank is for indefinitely renewable 3 -year terms.

Clinical Assistant Professor of () Physician or health scientist who has documented qualities as a

teacher of medical students and/or house officers, or as an important part of a clinical research

program. Appointment at this rank is for indefinitely renewabl e 3-year terms.

Clinical Associate Professor of (Department):The candidates usually have served 8 years as Assistant

Professor and have demonstrated a high level of skill as practitioners, teachers, or allied health
professionals and have contributed actively to educational programs. The faculty must demonstrate
ability to stimulate students and trainees toward a scholarly approach to medical practice must
provide high quality patient care as judged by their peers, and should willingly involve the patients

in teaching activities. The faculty must have attained an acknowledged standing in the Medical

School Faculty and the general professional community. Appointment at this rank is for indefinitely

renewable 5-year terms.
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Important Contributions To Teaching and Professional Service As Evidenced By Most Of The

Following:

Jw# OEUOI OUI EwUI EET DOT wi RET OOI OEIl wi 61 6OwxEUUPEDXxEUDC
residency programs, in conferences, invited lectures, seminars, grand rounds presentations & &

the bedside.
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as viewed by senior faculty and by medical and graduate students and/or house -staff.
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welcome addition.
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community, public at large and a leading role in medi cal service organizations such as American

Cancer Society, Arthritis Foundation, American Red Cross, RIMWA, RIMS etc. will be given

consideration.

Clinical Professor of (Department) : Senior physician or health scientist who has demonstrated

professional competence in a position of great responsibility, and who is nationally recognized.
Promotion to this rank requires documentation that the candidate is involved in scholarly

activities. Appointment at this rank is for indefinitely renewable 5 -year terms.

Important Contributions To Teaching and Professional Service As Evidenced By Most Of The

Following:
Jw#OEUOI OUI EwlOIl EET DOT wi RET 001 OETl wi 81 OwWwxEUUDED x
and residency programs, in conferences, invited lectures, seminas, grand rounds
presentations & at the bedside.
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fashion as viewed by senior faculty and by medical and graduate students and/or
house-staff.
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community, public at large and a leading role in medical service organizations such

as American Cancer Society, Arthritis Foundation, American Red Cross, RIMWA,
RIMS etc. will be given consideration.

Clinician Educator Titles include:

Instructor in/of (Department) (Clinical) :

Physician or health scientist employed by Brown University or an affiliated institution who interacts
effectively with medical students, graduate students, and/or house officers through teaching or in a
clinical diagnostic or research program. Appointment at this rank is for an indefinitely renewable three -

year term.

Assistant Professor of (Department) (Clinical) :

Physician or health scientist who has demonstrated effectiveness in teaching and as an active participant
in a clinical diagnostic service or research program. Appointment at this rank is for an indefi nitely

renewable three-year term.

Associate Professor of (Department) (Clinical):

The faculty has substantial involvement and has achieved documented recognition as an outstanding
teacher by students and/or trainees. The physician or health scientist cortributes to a clinical service or

contributes to a clinical research program. The clinical service or clinical research program has acquired
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regional profe ssional societies of his/her discipline. The faculty is expected to demonstrate scholarly
achievement as documented by letters of reference in comparison with his/her peer group in a similar
track and supported by activities such as publications, curricula r development, new courses, electives, or
syllabi, and teaching workshops. Peer-reviewed publications are desirable but not required. Appointment

to this rank is indefinitely renewable for a five -year term.

Professor of (Department) (Clinical) :

The faculty has been recognized by graduate students, medical students, and/or trainees as an
outstanding teacher. Sustained scholarly productivity, including publications, (peer -reviewed) is required
for consideration of promotion to this rank. The faculty has att ained a national reputation through
leadership and participation in the professional societies of his/her peers. Letters of reference by his/her
peers should reflect the above qualifications in comparison with his/her peer group in a similar track.

Appoint ment to this rank is indefinitely renewable for a five -year term.

4.9.9 Visiting, Pro Tempore and Adjunct titles

1. An appointment as a Visiting member of the Brown faculty recognizes the contributions of scholars from other

institutions who serve at Br own University for a period of two weeks to two years. Typically, the visitor is on leave

from his/her institution and wishes to serve in an academic capacity in conjunction with a member of the Brown

faculty. Visiting designation may also be given to an i ndividual who temporarily fills a vacancy on the full -time

faculty; or to an individual who, prior to full -time appointment on the Brown faculty, wishes to establish him -herself

POwWUT T w! UOPOWEOOOUOPUA WO Ul OwUOwi U UEHEOBDIWS i Buld i U8 GALEX Wi BH (B 1A
rank the appointee holds at their home institution, and the specialty title shall be only the specialty title(s) approved

EawOil w!uUopOw" OUxOUEUDPOOBwWw Owli REOXxO! wOil wWEWEOUOEGWWUDE OD ud& 2

Visiting faculty may be appointed for a period of two weeks to two years.

2. Pro Tempore faculty appointment recognizes the contribution of scholars visiting a Brown -affiliated hospital (or
hospitals) for a maximum of two weeks to conduct Grand Rounds or seminars, or to give lectures. The title shall be
first the rank the individual holds at h is /her home institution, then a specialty title approved by the Brown
"OUx OUEUDOOOWEOEwWI POEOOawW?/ UOwW31 OxOUI 8> w Owli REOXx Ol wOi wEWEOUL
Typically Pro Tempore faculty are appointed for a period of 1 -3 days, but they may be appointed for a period of up to

a maximum of two weeks.
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3. Adjunct faculty are primarily employees of other institutions or corporations who provide specific educational,

research or consulting services to the University and/or the affilia ted hospitals. These activities typically will not

TRETT Ewl YOwO! wOT 1 wbOE P Y bHmkA@mdan of bod-afiiliatdd BrinénEa3sodibdihsftutiéns) © O

may be considered for an adjunct appointment if they perform specific and defined functi ons in the Department of ().

Adjunct faculty shall not have voting rights within the Department, the Division of Biology and Medicine and the

University, and may receive proportional compensation in accordance with guidelines established for full -time

faculty. Determination of rank for adjunct faculty is subject to the same requirements as other categories of faculty
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Chapter 5. Faculty Searches

5.1 When is a Search Required?

Searches are required to fill the following faculty positions: full -time faculty, regular part -time faculty, special part-
time faculty, and faculty in ranks for which a search is normally required but whose appointments are temporary, for
example, an Assigant Professor whose position is not tenure track. The designation "tenure-track” applies to a
position which, barring any changes in departmental direction, or in the staffing plan, is eligible for a tenure review

under conditions specified in the Faculty Rules and Regulations (Version 7.0, July, 2008 Part 4, Section 10J., D.)

Nationally or internationally (as appropriate) advertised searches must be conducted to fill a full -time or regular
part-time position; a limited or modified search must be conducted to fill a special part -time or temporary position;
and a nationally or in ternationally (where appropriate) advertised search must be conducted to fill any position
which changes from special part-time or temporary to full time or regular part time. (The incumbent faculty member
may become a candidate for the changed position abng with other qualified candidates, but should not be pre -
selected. An exception to the policy against pre-selection may be made if the initial hiring plan and job information

specifies that the position will change to full time at a designated date and all candidates are so informed.)

Exceptions may be allowed when an unexpected vacancy must be filled in a time too short to conduct the required
search for appointing a visiting faculty member, in the selection of postdoctoral research associates and fellows when
justified, or on those rare occasions when there are exceptional circumstances allowing the hiring and/or retention of
an outstanding faculty member, enhancing the stature of the University faculty and -where possible-furthering the

goals of affirmative action and equal opportunity.

5.2 Search Procedures

A new appointment to the departmental faculty may be made either to replace someone who is leaving the
University or to add to the faculty roster of the department. In either case, the appointment m ust be authorized by

the appropriate senior officer.

For the department chair, the first step in the process of making a new appointment is to submit an FTE request to
the Dean of the Faculty or Dean of Medicine and Biological Sciences, if appropriate, namally in the early summer of
the year before the search is to be conducted. All requests will be subsequently reviewed, and a department can

proceed with a search only after it receives approval to do so from the appropriate Dean.

5.3 Faculty Position A uthorization (FPA)
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When a chair wishes to request a new position or initiate an appointment, he/she should fill out an FPA request using

the on-line hiri ng system.s

This system allows the department chair to submit the paperwork required to generate an FPA and thus open a
search. In addition to general information such as type of request (replacement, target, preselect) and status (tenured,
tenure-track, visitor), the system also requests the text of the advertisement and detail about the search committee
including the name of the Affirmative Action Representative (AAR) who must be a tenured faculty member serving

on the search committee. A list of advertising sources is also detailed in this posting. Key components of any

advertisement are:

A Scholarly area(s) in which position is located.
A The rank and term of the position.
A The educational level expected. [Note: At entry level, candidates may or may not have completed the

requirements for the PhD degree. If an academic unit has advertised the position as requiring the PhD, then
candidates that have not yet done so may not be appointed. If there is no such restriction, then a successful
candidate who had not yet completed the PhD is appointed as an Instructor and promoted to Assistant
Professor at the time of completion.]

A Criteria for teaching, research, and scholarship that will be used by the academic unit to evaluate

candidates.

A Number of letters of re commendation required, or, for searches at the tenured levels, the number of names
of referees required

A Afinal date by which candidates are assured of full consideration.

A Evidence of teaching experience, if required.

Chairs are asked to indicate the types of recruitment strategies they plan to undertake. Most importantly, the
strategies must reveal: 1. the method of identifying candidates and eliciting applications. This must include

advertising in appropriate national journals and other outreach activi ties designed to solicit applicants to the pool,

and 2. the specific methods which will be used to encourage the maximum number of qualified women and other
underrepresented minority candidates. A list of common strategies is offered as options; chairs may also specify
others. Chairs are asked to check all strategies they will undertake. This section also asks chairs and heads of search
committees to agree to meet with the Associate Provost and Director of Institutional Diversity to further discuss the

planned hiring strategies.

® Please contact the Office of BioMed Faculty Affairs for search procedure guidelines in the Division of Biology and
Medicine. http://med.brown.edu/omfa/
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The FPA request is submitted electronically by the chair and must gain electronic approval from the Associate Dean
of the Faculty, the Associate Provost and Director of Institutional Diversity and the Dean of the Faculty or De an of
Medicine and Biological Sciences where appropriate. Please note that the search is not officially opened until it

receives the approval of the appropriate dean.

5.4 Preselection and Other Exceptions

Occasionally, there is a need to hire someone with demonstrably unique skills and for a limited period of time. Under
such circumstances normal hiring procedures may be waived. The department chair should consult with the Dean of
the Faculty's office (or if appropriate, the Dean of Medicine and Biological Sciences), and the Associate Provost &

Director of Institutional Diversity, if such a situation arises.

To fill an unexpected vacancy (e.g. due to iliness, disability, death, or resignation), the academic unit must file a

Faculty Position Authorization (FPA) request using the on-line system described in 6.3. A search to fill the position

is required if the appointment is to be for more than one year; no search is required if the appointment is for a shorter
period. Appointments of visiting or adjunct faculty require that appropriate documentation confirming the
individual's credentials be submitted to t he Dean of the Faculty (or if appropriate, the Dean of Medicine and

Biological Sciences).

In the unusual cases, a department may propose the appointment of an exceptional faculty member without the
usual search process. The academic unit should file an PA form and detail the circumstances which merit the
exceptional treatment. Any such request for an exception to the requirement for a search must follow the standard
procedures of review by faculty in the academic unit, by faculty committees (TPAC), and b y senior academic
administration, as is the case for appointments following normal procedures. The President shall review and approve

such an appointment before it is confirmed.
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a complete job description for the position, including research and teaching responsibilities;

all available letters of recommendation documenting the national/international prominence of the

candidate's research;

complete minutes of the Department's meeting on the candidate, together with the Department's vote;

a detailed, written justification o f the circumstances requiring hiring on a "pre -select” basis, including the

candidate's credentials in the areas of research and (except in the case of research appointments) teaching.

Under certain circumstances, the University permits "courtesy appointme nts" for people who will be associated with

a department temporarily, who have no specific responsibilities, and who will draw no salary from Brown. These
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appointments are made with the titles of Visiting Scholar, Investigator, and Scientist. (See Chapter 5.8: Courtesy
Faculty.) All that is necessary to process such courtesy appointments is a written request to the Dean of the Faculty
(or if appropriate, the Dean of Medicine and Biological Sciences) and acurriculum vitae It should be clear that the
indiv idual will contribute to the department and the University. Such appointments do not carry a salary and there

are no associated responsibilities.

Finally, if a department chair is in doubt about the proper title of the position for which a FPA is being i nitiated, the
Dean of the Faculty (or if appropriate, the Dean of Medicine and Biological Sciences) may be consulted. The chair
should also should refer to Chapter 5 or consult with the Office of Faculty Personnel or Office of BioMed Faculty

Affairs about the definitions of faculty ranks.

5.5 Applicant Log

For each position available, an applicant log must be maintained. Every person applying for the position, and any

other person receiving any consideration for the position, is to be included in the list ing.
The Applicant Log lists the following:

e The date the materials were received, in order of receipt.

e The applicant's name and mailing address.

e The applicant's race and sex. This information must be supplied for all individuals interviewed on campus.

e The comments and action taken. If a candidate clearly lacks the proper degree, subdiscipline or credentials
for the position and is receiving an immediate rejection, "lack of proper credentials or LPC" is an
appropriate designation. This designation is appr opriate only for those definitely and immediately excluded
from consideration. If a candidate does not make the top group, but the department determines that the
EEGCEPEEU] wOEawl EYI wxUOOPUI OwlT 1 WwExxUOxUPEUIthaseEUDOOWEOET w
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or finalist.

e The date on which the final disposition of a candidate's application is determined.

In the course of a search, any solicitationof candidates through advertisements or contact with other sources should
include some indication of a date by which full consideration is guaranteed. Exceptions to the deadline must be
approved by the Dean of the Faculty, or the Dean of Medicine and Biol ogical Sciences, and justified in the

Compliance Report.
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As application materials are received as a result of the various solicitation methods and are logged, they should

receive immediate consideration and written responses.

5.6. Preliminary Interviews

Some departments may wish to conduct preliminary interviews before inviting candidates to campus. Most often
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annual meeting. Departments wishi ng to conduct preliminary interviews must submit to the Associate Provost and

Director of Institutional Diversity a completed applicant log along with a short memo detailing the proportion of

women and minorities in the pool and the proportion of women and minorities to be interviewed at the meetings.

The package should also include the names of the individuals who will be conducting the interviews. The Associate

/ UOYOUUwWd w#BUT E0OUWOT w( OUUPUUUDPOOE OQw# DY lelardd foGetize teartittiedi wd U w0 Owl
of members of protected groups, they may be raised early enough in the process to be resolved well before the

academic unit has made its final ranking of the candidates. The Associate Provost and Director of Institutional

Diversity will provide final approval of the list.

5.7 The Proposed Short List and the Interim Pool Report

At the time that the search committee and the department agrees upon a final group of candidates ("the short-list”) to
be proposed for invitations to the campus for personal interviews, the department should send to the Dean of the
Faculty (or Dean of Medicine and Biological Sciences, if appropriate) the following information. These constitute

collectively the "interim pool report".

e The total number of applicants for the position, with a breakdown of the number by gender, and race or

ethnicity. Follow this link for race and ethnicity codes

e A short memo detailing the proportion of women and minorities in the pool and the proportion of women
and minorities to be interviewed at the meetings.

e Departments that have conducted preliminary interviews during the meetings of learned societies must
submit the names of all candidates interview ed to the Associate Provost and Director of Institutional
Diversity . This memo should also include the names of the individuals who will be conducting the
interviews as well as the rationale for excluding those candidates the department does not wish to i nvite for
campus interviews from the short list, in particular women and minorities. The Associate Provost and
Director of Institutional Diversity will provide final approval of the short list.

e The names of each of the candidates on the proposed short list Each such name should be further identified

by gender and race and accompanied by a brief statement from the department justifying that individual's
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inclusion on the short list. Their major qualifications for the position in both teaching and research sh ould be
addressed in this statement.

e Ac.v. for each of the abovenamed individuals.

e Letters of recommendation. If this is a search for a junior position, copies of three (3) letters of
recommendation should be submitted for each candidate on the proposed short list. Should the search be
for a senior position (associate or full professor), no letters are required to be submitted until the
presentation of the final ranking of candidates for the position, but if the department possess letters at the
time of the interim pool report, these letters must be submitted along with the candidates' cv. After all the
senior candidates have been interviewed, the search committee should submit, along with (i) the compliance
report and (ii) the names of the top-ranked candidate and principal alternates, (iii) a minimum of five (5)
letters for each of the senior candidates who are being recommended and (iv) the corresponding cv's.

e  Should the proportion of either women or minority candidates on the short list be less than the proportions
of these groups respectively in the total pool, the following additional information should be submitted: The
names, by gender and race, together with the cv's and letters of recommendation of (i) the three highest
ranked female candidates and (ii) the three highest ranked minority candidates who did not make the short

list, together with the reasons that each of these individuals was eliminated from further consideration. ¢

This "pool report" should be accompanied by the applicant log, and t he AAR should write the section of the report
that addresses the women and minority applicants. The role of the department AAR is critical at this phase of the
process. This individual is expected to act as an advocate for candidates from protected groupswho are eliminated

from consideration during the search.

All of these materials will be sent to the Office of the Dean of the Faculty (or the Office of the Dean of Medicine and
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6 Note: For each of the two categories abovewomen and minorities, the above number (3) may be reduced by the
number of women or minorities who were included on the provisional short list. Thus if, for example, the
department's proposed short list should have included 3 women and 2 minorities to meet the proportions of these
groups in the total pool, but in fact included only one from each category, the cv's and letters of recommendation
should be sent on the top two women and the top minority candidate who were not included among the proposed
short list. It should be noted that the inclusion of this information does not preclude possible inquiries about other
excluded candidates by either the Dean of the Faculty (or Dean of Medicine and Biological Sciences, where

appropriate) or the Associate Provost & Director of Institutional Diversity.
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there are concerns related to active recruitment of members of protected groups, they may be rased early enough in

the process to be resolved well before the academic unit has made its final ranking of the candidates. Note: Approval

by the Associate Provost & Director of Institutional Diversity and by the Dean of the Faculty, or where appropriate,

the Dean of Medicine and Biological Sciences, of the department's proposed short list is required before any of the

candidates on this list may be invited to campus. One of the deans will authorize final approval.

5.8 Campus Interviews: Financial Detail s

In addition to travel expenses for the candidates, departments are allowed expenses of up to $500 per candidate for

up to four candidates.

Requests for reimbursement of interview -related expenses should also be sent to the Dean of the Faculty Office of
Faculty Personnel (Office of BioMed Faculty Affairs in the case of the Division of Biology and Medicine). An original
and two copies of a check invoice (which identifies the FPA number) together with receipts (original and one copy)
for the expenses to bereimbursed should be submitted. In addition it is necessary to submit the form Authorization
and Documentation for Business Meals, Courtesies, Hospitality, and Other Functions. No candidate will be
reimbursed for interview expenses before the information r egarding the pool (see above) has been received and

approved.

The following information should appear on the invoice: the name of the candidate, the candidate's mailing address,
social security number, the date of the interview, the FPA number and the tit le of the position for which the
candidate has been interviewed. When the invoice has been approved, the Controller's Office will make payment

directly to the candidate.
Guidelines for reimbursable expenses are as follows:

e The meal of one faculty member who accompanies a candidate will be subsidized, as well, of course, as the
candidate's meals. The meals of others who accompany the candidate must be funded from other sources.

e Cost of travel for our faculty to attend meetings where preliminary interviews  will take place is not
subsidized.

e  Except under the most extraordinary of circumstances, traveling and other interview expenses for visiting
faculty are not subsidized. It is important to keep in mind, however, that you may not, in your search and
selecion procedures for visiting appointments, encourage or allow candidates to pay their own expenses to
come to campus (without express written permission and again, only under the most extraordinary of

circumstances), as this would unfairly eliminate finalis ts purely on the basis of financial status.
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To keep interview costs to a minimum, please keep the following in mind:

A There are a few guest rooms on campus, which, with sufficient notice, may be reserved at a much lower cost
than local hostelries are paid by contacting The Inn at Brown.

A Automobile travel is the most expensive mode of travel per mile. Car travel should be discouraged unless
other modes of travel are disproportionately cumbersome.

A Brown University is exempt from most state and federal sales tax. If it is possible for your department to
arrange to be billed directly (rather than reimbursing the candidates) for travel and housing
accommodations, you can save the tax expense. This apmach provides the additional advantage that
applicants for junior positions are often not easily able to absorb the interview costs, even though they will
be reimbursed. Those departments which do make these advance arrangements have found that applicants

are pleased at the University's willingness to accommodate them financially.

>

It is occasionally possible to split the costs of interviewing a particular candidate with another university.

>

Small miscellaneous expenses, such as postage costs or telephormlls to prospective candidates are not

covered by the interview account.

5.9 Unsuccessful Searches

If the department has determined that no offer is to be extended, an explanation, addressed to the Dean of the Faculty
(or alternately to the Dean of Medici ne and Biological Sciences), stating the reasons for this decision should be sent to
the appropriate Office of Faculty Personnel. This will be routed to the Associate Provost & Director of Institutional
Diversity. If a new search is to be initiated or a re-advertisement is to be made, it should be so noted with the

additions or changes in the hiring plan.

5.10 Unsolicited Applications

All individuals who, without solicitation, inquire in writing about employment opportunities on the faculty of Brown
Uni versity should receive an appropriately worded response from the appropriate department. Each of the
applications should be stamped with the date and department of its arrival at Brown. If the department has no
position available, a review of the credentials should be made to determine possible future interest. If there is no
possible employment opportunity, a letter indicating this should be written and returned, along with the submitted
materials to the individual. No record of the application need be ret ained, but a copy of the letter returned to the

person must be on file in the department for a period of one year.

Unsolicited resumes received while a position is available, and for which the applicant has the necessary credentials,

should receive the sane consideration as those received as the result of the search process.
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If a review of an applicant's credentials indicates strong qualifications but if no position is currently available, the
department may wish to retain the materials for further consid eration. This may be especially helpful in establishing
a pool of candidates protected under the Faculty Rules and by federal Affirmative Action legislation. In such an
instance, a letter should be sent indicating that no position is currently available, b ut that the materials will be
retained by the department for a period of one year and reviewed if a position for which the candidate may be
qualified becomes available. Notice of consideration for such a future position will be given to the candidate if th is
occurs. Candidates will also be informed that at the end of the one-year period, their application will become inactive
and that after that time, they will not be considered for any future position which is available or advertised, unless

they reapply.

Departments should establish a file for information on these individuals. If a position becomes available, this file
should be reviewed. Candidates receiving consideration for the position should be informed of the existence of a
position, asked if they w ish to be considered, and informed of the deadline for additional applications. The

procedures applying to such individuals are the same as those applying to any other applicants.

The department should regularly discard from its files applications which a re a year or more old. The candidates

need not be informed when this is done.
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Chapter 6. Recommending the New Appointment, and Follow -Up Steps

Recommendations for appointment should be submitted to the Dean of the Faculty or the Dean of Medicine and
Biological Sciences. An appointment recommendation from a Department may be remanded for further
consideration, may be returned to the Department for reconsideration or clarification, or may ultimately not be
approved, as a consequence of any of the reviews towhich it is subjected after leaving the Department. Quite apart
from Corporation approval of the appointment, all of the following in the review process are empowered to
recommend against appointments as well as to support them, if they find good reason f or such opposition: the
President, the Provost, the Dean of the Faculty and the Dean of Medicine and Biological Sciences, the Associate
Provost & Director of Institutional Diversity, and the Tenure, Promotion and Appointments Committee. Accordingly,
chairs should expect that the process of appointing a new member of the faculty may raise questions at various

stages.

If chairs foresee issues that are likely to arise in the course of the review of a recommendation, they should consult
with designated staff i n the office of the Dean of the Faculty or the Dean of Medicine and Biological Sciences, as well
as with the senior officers. If they anticipate problems relevant to issues of Affirmative Action, chairs should also

bring these problems to the attention of the Associate Provost & Director of Institutional Diversity as early in the
appointment process as possible. It is better for all concerned, and usually easier, if questions about recruitment and

appointment procedures are resolved before an appointment to the faculty is officially proposed by the Department.

6.1 The Compliance Report

When the Department is ready to make an offer of appointment to the Brown University faculty, a Compliance

Report should be filled out and sent, with appropriate documentati on as described below, to the Office of Faculty
Personnel or the Office of BioMed Faculty Affairs. The Compliance Report contains information about the search and
the selection process. If this information differs from stipulations in the earlier FPA requ est, that difference needs to
be explained in detail. In addition, specific information on the criteria used to select the final candidates for the job,

while rejecting others, must be reviewed here.

The names of candidates to whom the department wishes to offer the position should be listed, in order of the
Department's preference. The Department must provide explicit statements about the characteristics and
qualifications of individual candidates which, matched against the stipulated criteria for the pos ition, led the
Department to its ranking of each of the finalists. General or vague statements, such as "better qualified,” should be

avoided. The issue to be addressed is why one candidate is better qualified, or less well qualified, than others.
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Many qu estions on the Compliance Report are not directly related to EEO/AA, but are required only to demonstrate
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to ensure that documentation submitted by the Department is consistent with statements made on the Compliance

Report, and this checking occurs irrespective of the composition of the applicant pool. However, if no women or

members of other "protected groups" ( seethe EEO/AA Guide ) were candidates for the position, or if they were

candidates, were not chosen as finalists, the Department Chair must explicitly account for this result. Again, the

Departmental Affirmative A ction Representative should be involved in these evaluations.

All recommendations for any faculty appointment resulting from a search must also be accompanied by (i) the full
dossier of the selected candidate, (ii) a covering letter to the appropriate serior administrator,, and (iii) minutes of the
faculty meeting at which the proposed candidate was selected, including details of the quorum and final vote. (Note
that votes by e-mail or proxy should be reported but not included in the final calculation of quorum) Once the

candidate has accepted the offer, a completed Personnel Action Form should be submitted.

6.2 Pre-Selected Candidates

Where pre-selection of a candidate has been requested and approved, it follows that no search has taken place, and
therefore no Compliance Report is necessary. Nonetheless, the department needs to submit (i) an FPA, (ii) a copy of
the curriculum vitae of the selected individual, and (iii) reference letters (in single copy) with its request to appoint

the pre-selected individual. The justification for making this appointment without a search, and information about

how the selected individual was identified by the Department should of course also be included. These documents

are reviewed by the Dean of the Faculty or the Dean of Medicine and Biological Sciences, and the Associate Provost &

Director of Institutional Diversity.

6.3 Tenure, Promotion and Appointments Committee

New appointments are reviewed by the Tenure, Promotion and Appointments Committee (TPAC) if they (i) carry
tenure, or (ii) are at the rank of Associate or Full Professor (with or without tenure) or Senior Lecturer. For details of

the TPAC process and the contents of the personnel dossier that is reviewed by TPAC, see Chapter Q.

6.4 The Offer

Chairs should communicate to the Dean of the Faculty any special needs or expectations the candidate may have.
After consultation with the Dean, Chairs should discuss possible terms of the offer with the candidate, but while

doing so they must take care nat to make statements to the candidate that could be reasonably construed as a binding
offer. Moreover, under no circumstances may a Chair suggest terms of an appointment at obvious variance with

established University policies.
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A letter of appointment is the official and legally -binding offer of a faculty appointment at Brown University that is

signed by the Dean and mailed to every prospective regular faculty appointee. All financial commitments, including

startup and salary, are specified in the appointm ent letter, as are any variations with University policies.

Accompanying the offer letter is a letter from the Chair that provides information about office/lab space, teaching

expectations, and other pertinent information about the department, includingth 1 wEl xEUUOI OUz UwbUDPUUT Ow2 |
Standards and Criteria. The purpose of the letter from the chair/director to the prospective appointee is to set out in

some detail the professional expectations of the University, and of the hiring unit, and ultimately to secure, if only

implicitly, the new colleague's understanding of, and consent to, these expectations.
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signed appointment letter will be sent from the appropriate Dean to the Chair of the academic unit for transmittal by

the Department to the appointee. The chair should check that the terms of appointment are correct before sending the

original and one copy of the letter to the prospective appointee. The chair should also make an additional copy for

the department. If the offer is accepted, the appointee should countersign the enclosed copy and return it directly to
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Department should itself receive direct notification of acceptance of an appointment, it should relay th is information

to the appropriate Dean.

6.5 Joint Appointments

The procedures for making new appointments involving two departments (or departments and other non -tenuring
units such as centers and programs) are somewhat different from appointments to a single department, and a bit
more complicated. When both departments are to have budget and/or staffing responsibilities for the new position,
the two chairs (or when relevant, center or program director) must closely coordinate their actions. This can inclu de
co-signing FPAs and letters to applicants, joint maintenance of files and the Applicant Log, coordinated interviewing
of candidates, and finally arranging for a joint recommendation for the position, or alternately concurrent (and

similar) recommendatio ns, and so on.

If such joint appointments are renewable and tenurable, then distribution of the departmental responsibilities, after
discussion with and the approval of the Dean of the Faculty (Dean of Medicine and Biological Sciences), should be
determin ed in advance of the appointment and explained to all short -listed candidates. The procedures to be

followed for reappointment, tenure, and promotion reviews should also be determined in advance and conveyed to

the candidate.
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If a joint appointment is in tended but with only one department having budget and staffing allocations for the new
position, then the procedures are largely the same as for ordinary searches. The department chair with budget
responsibility initiates and signs all forms and is entirel y responsible for the search. The cooperating department
chair is responsible only for submitting a recommendation for appointment to accompany the recommendation of the
primary sponsoring department. However, coordination at the interviewing stage is obvi ously important in such

joint appointments.

6.6 Termination of Previous Employment

It is not appropriate for any faculty member to accept a regular faculty position at Brown while retaining such a
position elsewhere, even if on leave from that position. The University may require a copy of a new faculty
member's written resignation from his/her former position, or an equivalent proof of termination of previous

employment, prior to authorizing payment of salary at Brown

6.7 Other Issues

6.7.1 Record Maintenance

All materials related to the appointment of an individual to an announced position on the faculty must be retained
for five years from the effective date the position is filled.

6.7.2 Moving Expenses

Brown University will cover all reasonable co sts associated with moving household and personal goods for newly

hired faculty and staff, subject to the policies and procedures outlined by Human Resources

Faculty carrying the titles of Assistant Professor, Associate Professor, Professor, Lecturer and Senior Lecturer as well
as staff members hired into a regular full -time position that is advertised outside of the Providence area are eligible
per this policy, provid ed the move is from a distance greater than fifty (50) miles. Postdoctoral, adjunct and research

faculty are not eligible, nor are hospital -based faculty.

6.7.3 9 Forms

U.S. Federal regulations require that all employees (including faculty) be certif ied (colloquially: "l -9") as eligible for
employment at Brown. In order to be so certified, new faculty should bring appropriate documentation to Rooms 410

and 411 in University Hall. Click this link for additional information

6.7.4 Questions Relating Specifically To Foreign Faculty Members
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The appropriate Dean should be informed of the non -U. S. citizenship status of any individual for whom a regular
faculty appointment is proposed. Faculty who are non -resident aliens, and who are appointed to tenure-track
positions at Brown, are individuall y supported by the University in seeking appropriate U.S. visas. The expenses of
this process are considered part of the "startup” costs of appointing a new faculty member and should be negotiated
with the appropriate Dean by the chair at the time an offe r to such an individual is ready to be made. It is necessary
in such cases for the foreign faculty members to consult with (and of course to follow the recommendations of) the
Office of the General Counsel in attempting to procure an appropriate visa, but the University can in no case itself

guarantee the granting of any U.S. Government document.

When an offer is made to a foreign scholar who will be appointed as a visitor or other non -regular faculty member,
the department should send a completed DS-2019form to Faculty Personnel so that appropriate information about

visa requirements may be included in the official letter of appointment.

At the time a foreign scholar is sent an official letter appointing him/her to the Brown University faculty, or as a
Visiting Scholar or Visiting Scientist, the appropriate Dean ¢ via the Office of Faculty Personnel t routinely encloses in
this letter a "Request for Form DS2019 for 31 Exchange Visitor" which is relevant for all J-1 Visa Applicants. This
Checklist should be filled out and returned to the Office of Faculty Personnel with the signed acceptance letter. When
these documents have been received at Brown, the Office of Faculty Personnel processes the D3019 form
("Certificate of Eligibility for Exchange Visitor Status") and sends it to the Office of International Student and Scholar
Services, which then notifies the department when the application form is ready so that the department in turn can

forward it to the prospective foreign colleague.

The general handling of matters pertaining to foreign faculty is a primary responsibility of the Office of International
Student and Scholar Services (x2427). However, for particular assistance with dvisa extensions or Jvisas for their
families, and the like, the foreign visiting faculty member at Brown should contact the Office of Faculty Personnel.

Questions about any of these procedures can properly be directed to either office

Finally, department chairs should be sure to inform their dean when the residency or c itizenship status of a foreign

faculty member officially changes.
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Chapter 7. Faculty Salaries and Benefits

Faculty salaries are set by Brown University on the basis of the rank of the position and the merit of performance of
the individual in that positio n. Salary levels are meant to be competitive with those offered at peer institutions in the
United States and these levels may also be influenced by factors such as the availability of faculty available in certain
disciplines. Average salaries may thus differ among departments because of the disciplinary market forces. Brown
University's policy is to determine salaries on the basis of merit, performance, and disciplinary -market
considerations; and not to discriminate against female, or under -represented minority, or any other faculty in the

setting and administration of faculty salaries; and to maintain a fair balance within departments and the University.

7.1 Annual Salary Review

The Dean of the Faculty shall review salaries annually for the purpose of ascertaining whether they actually reflect
these policies, and shall compile a report which gives the median and average salaries, as well as the range of
salaries, within pertinent categories by discipline, rank and length of service, comparing the situatio n of women and
minorities with that of non -minority males. The categories shall be chosen so as to make pertinent comparisons
possible, but without compromising the confidentiality of individual salaries, which are disclosed only to the
individual's Depart ment Chair and to administrators who need the information in order to carry out their duties.

This report shall be given to the FAC, to the FEC, and to the Department Chairs.

All faculty are entitled to comparative salary information from the Dean of the Faculty.

7.2 Schedule of Salary Payments

Brown University normally follows a practice of paying all faculty in twelve equal installments for services rendered
during the nine -month (or, in the Division of Biology and Medicine, ten -month) academic year. These installments
are ordinarily paid from July through the following June. (This schedule may be adjusted for new faculty members
whose contracts begin in September.) Thus for most faculty members, their July and August checks are, in effect,
salary advances for their work in the following academic year. If a faculty member receives pay in July and August
and, for some reason, does not fulfill his’lher employment obligations during the regular academic year, all or part of
the July and August pay may have to be repaid to Brown. Checks for in-coming new faculty are not released by the
Office of the Controller until proper authorization is given that office to do so. This authorization is supplied by the

Office of Faculty Personnel to the new faculty member at the time that he/she "I-9's." (see Chapter6.7)

7.3 Additional Compensation for Faculty Members Employed by Brown University
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An appointment as a full time faculty member at Brown University carries primary professional responsibility to the
University and a level of compensation, in the form of salary and benefits or equivalent, from Brown University
commensurate with these responsibilities. Consequently, faculty members are not normally eligible for additional

compensation from the University.

However, additional compensation from the University may occur, during the summer and/or the academic year, as
long as the normal duties of the faculty member are not reduced in order to fulfill the additional responsibilities.
Written requests for consideration of additional compensation must be submitted to the Dean of the Faculty or the
Dean of Medicine and Biological Sciences, or their designees, in advance of the activity, by the faculty member and
endorsed by the Chairperson of the Department. Requests should @ntain sufficient information for a determination
to be made that the activity qualifies for consideration under this policy and that the faculty member's normal duties

are not compromised in any way.

Activities warranting such added compensation should b e beneficial to the University and involve services distinct
from those which are ordinarily expected of a faculty member. Teaching, research, the advising and counseling of
students, service to the Department and to the University are among those duties normally expected of a faculty

member.
Examples of activities considered for additional compensation from the University include:

e summer teaching activities, e.g., for the Summer Studies Program

e academic year teaching activities not involving regular or special students of Brown, e.g., the Pfizer Program
in the Division of Biology and Medicine ; or

e consulting services unrelated to the research or teaching activities of a faculty member and not involving

any external contract or grant in which the faculty member has a decisionmaking role.

Note: The compensation of faculty members during the summer under external grants/contracts is not considered
"additional compensation” for the purposes of this policy since the activities performed are ordinarily an exte nsion of
those activities performed during the academic year. Faculty will continue to be eligible for such summer salary
provided the total commitment does not exceed the period of time allowed them - up to three months, except for

faculty in the Division of Biology and Medicine, where the maximum period is two months.

7.4 Charging Academic Year Salaries to Grants and Contracts

Depending upon the effort devoted to different activities each month during the academic year, it may be

appropriate for a faculty member to charge a percentage of his or her research activity to a grant or contract, if the
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funding agency permits this. As a result of the salary savings that are realized, the Dean of the Faculty will set up a
Grant Incentive Fund to provide research support for the faculty member. This does not apply to faculty members

whose academic year salary is not normally covered by the DOF budget or to those already covered by other
approved arrangements, e.g., departments in the Division of Biology and Medic ine. The guidelines for this fund are

the following:

7.4.1 Grant Incentive Fund

1. In general, 70% of the dollar amount of academic year salary and benefits charged to the grant will be
placed in a Grant Incentive Fund (GIF). However, 100% of such funds will be placed in a GIF if they could
otherwise have been charged to cover summer safry (in keeping with the rules of the grant) but are
allocated for academic year salary in order to better reflect the actual distribution of effort over the course of
the entire year.

2. If the funding agency requires any caps to salaries, then the maximum rate at which activity can be charged
must not exceed that cap.

3. The normal overhead rate will continue to apply on academic year salaries charged to a grant.

4. The GIF is made available to a faculty member as a flexible research fund, which may be used for kgitimate
research expenses in accordance with University policy. As is the case with all research funds, the balances
revert to the University when a faculty member resigns or retires.

5. No overhead will be charged when funds are expended from the GIF. If t he funds are used to support
summer salary, the prevailing benefits rate will be charged to the GIF.

6. There will be no time limit on the use of balances in a GIF. However, total expenses in any given year may

7.4.2 Course Buy-Out

It may also be possible to use funds from grants and contracts to reduce teaching obligations during the academic

year, subject to the following conditions:

1. The normal teaching load must be more than one course in a given semester. In such cases, a faculty
member who wishes to devote significant time to research may, with approval of their department chair and
the Dean of the Faculty, be relieved of teaching one course. This should not result inthe faculty member
teaching less than one course per semester. (It will therefore exclude faculty in some Science
departments with a normal teaching load of one course per semester).

2. The department chair must assess the impact of the proposal on the department's curriculum.

Teaching relief will only be considered if the department's curricular needs can be met.
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3. In general, 25% of academic year salary (plus benefits), from a grant that provides usual fringe and
overhead, would allow for a one -course reduction.

4. The Dean of the Facuty will contribute $10,000 to the department to cover the cost of hiring an adjunct
faculty member to cover the course.

5. Any faculty member who wishes to have no teaching responsibilities during a given semester should apply

for a leave of absence. It renains possible to use grant funds to cover salary during a leave of absence.

7.5 Consulting and Other Incidental Employment Activities

Consulting by faculty of Brown University is a privilege and not a right. Faculty at Brown are expected to devote the

EUOOWOl wOiT 1 PUwWxUOI T UUDPOBEOWI O1 UT PT UwlOOwWOT T wadbVYi vUPUadww( OwE
conflict of commitment policy, the University provides that faculty may devote no more than 20 percent effort, or an

average of one day pa week, to outside business activities. More extensive outside activities must receive prior

approval from the Dean of the Faculty (or Dean of Medicine and Biological Sciences) and could require a concomitant

reduction in assigned University duties and co mpensation.
A faculty member is free to consult or engage in other contractual arrangements during the summer, as long as:

1. s/heis cognizant that Brown remains the primary employer, continuing to provide a range of customary
benefits during such a period

2. s/he therefore continues to be in compliance with all the Faculty Rules, specifically those pertaining to
Conflict of Interest or Conflict of Commitment, and the Patent and Invention Policy

3. UxT 1T wEOl UwBDBWwnBOWADI wuUl OUIT wo tractBor &Esunn2iGriont =t dugnie thes OU WE O O
academic base salary) at a time s/he is also earning additional compensation from an employer. Note that

this does not include incidental income such as book royalties and honoraria for lectures.

In entering into co nsulting agreements, faculty should make clear that their primary duty is to Brown University and
DPUWUUENT E0wUOwWUT | wadOPYI UUDPUazUwxUOETI EUUI UWEOEwWx OOPEDI UwOOwhO
organizations must be certain that it is un derstood that the faculty member is acting in his/her individual capacity

and not on behalf of Brown University.

All consulting activities, whether during the academic year or during the summer hiatus must be in compliance with
U7 1T wa DY UUD lhteredd Rolich) @lthaupHEitlswnd the intent of the University to infringe on a faculty
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when a university researcher has outside intereststhat are very close to his or her university research activities.
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Thus, faculty entering into consulting agreements which may present a conflict of interest or which are of some
extended duration must disclose and discuss the proposed consulting arrangement with the Dean of the Faculty or
Dean of Medicine and Biological Sciences prior to entering into any agreement with another educational or research

institution or an external organization.

Faculty researchrelated conflicts of interest that are not appr opriately disclosed, discussed and managed could

EOOxUOOPUI wxUEOPEwWEOOI PEI OEI wbOwUI T wbOUI T UPUawOi wOT T wadDYI UU

e  The commitment to educating students;

e  The commitment to academic freedom;

e The commitment to advancing the rang e and depth of knowledge and understanding of the natural world
and our human condition;

e The commitment to the safety of patients under the care of University faculty and participants in research;

e  The commitment to open and timely communication and dissemi nation of knowledge; and

e The commitment to protecting both the appearance and the actual integrity and objectivity of research,

instruction and public service.

7.6 Summer Salary

While those faculty who are paid for work performed during the academic year ( 9 or 10 months) may be

compensated during the summer for consulting or other work (e.g. from grants and contracts), the University, as the

arrangements should be reviewed by the Dean of the Faculty (or Dean of Medicine and Biological Sciences) and

reported on the Conflict of Interes t form.

All effort devoted and corresponding salary charged to sponsored projects must be in compliance with sponsor and
University policies. Committed effort on a sponsored project should be devoted exclusively to the activity supported
by that sponsored project. Other activities performed during the summer months, e.g. any administrative or

academic activities, vacation, writing new proposals, may not be charged to sponsored projects.

Note that sponsors may have restrictions on summer salary. Faculty should therefore consult their grant terms and
conditions prior to committing summer effort. Any questions regarding sponsor terms or conditions should be

directed to the Office of Sponsored Programs.

7.7 Salary Complaints and Grievances
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If a faculty memb er believes that his or her salary is inappropriate, the faculty member should normally express the
concern to the Department Chair and request a salary review. In this review, he or she may meet with the Dean of the
Faculty, and then the Provost should this be necessary to address the concerns raised. The Dean of the Faculty shall
supply the faculty member with a copy of the annual report on salaries. If the faculty member is not satisfied and
believes that the specific situation is due to discrimination a gainst women and/or underrepresented minorities, the
faculty member may then request that the Associate Provost & Director of Institutional Diversity review the

complaint.

7.8. Benefits

Detailed information about employment -related benefits is available through the Office of Human Resources.

There are in addition some other programs available to Brown faculty:

7.8.1 Faculty Travel Fund

The Faculty Travel Fund (FTF) is available to voting members of the Brown faculty for assistance in meeting the costs
of one professional trip during any academic year. The FTF will not cover travel undertaken for administrative
purposes, nor for travel to and/or from a sabbatic destinati on, although a faculty member on sabbatical leave may
apply to the FTF for aid in supporting travel expenses for scholarly research incurred in the course of one trip during
that leave. Faculty who hold appointment to Chairs to which are attached special a ccounts are not eligible for FTF
aid. For more information, see the Faculty Governance Travel policy .

7.8.2 Dependent Care Travel Fund

Funds are available to support faculty who wish to attend academic conferences and/or work with
collaborators at other institutions but who have child care responsibilities which may make this difficult.
Awards of up to $750 per year are available to assist regular faculty (Lecturers, Senior lecturers,
Assistant Professors, Associate Professor and Professors) with expenses incurred in association with
professional travel. Examples of expenses that may be supported include additional, above-the-ordinary,
hours of care for dependents at home; contracting for childcare at a conference; or even taking a
caregiver to a conference or on a short research trip. Application for funding should be made in writing
at least 30 days in advance to the Dean of the Faculty, Box 1857 and should include details of the
conference or other event, an explanation of its importance for professional development, the name and
age of the dependent requiring care, a description of the arrangements for which support is requested,
and a budget. Please note that under current tax law, this is treated as a taxable benefit and is subject to
tax withholding.

7.8.3 Parental Teaching Relief

53


http://www.brown.edu/Administration/Human_Resources/benefits/index.html
http://www.brown.edu/Faculty/Faculty_Governance/travel.html

e

BROWN ) o )
Handbook of Academic Administratio
Novembe£009

Brown University provides one semester of classroom teaching relief for faculty members who are primary
caregivers for newborn children or newly adopted children. This is not considered to be a leave, and the faculty
member's responsibilities to conduct research, advise students, and participate in University and departmental affairs
remain unchanged. This policy is intended to provide sufficient time to faculty members coping with the demands of

being primary caregiver to an infant or newly adopted child.

All full -time regular faculty (professors, associate professors, assistant professors, lecturers, senior lecturers) are
eligible for this benefit during the semester in which birth or adoption occurs, or in the immediately following
semester (if birth or adoption occurs between semesters, the teaching relief can be taken in the following semester).
Faculty members wishing to receive teaching relief should contact their department chair and the dean, preferably six
months in advance of the requested relief, indicating the period during which teaching relief is requested and

verifying that he or she will be the primary caregiver during that time.

An untenur ed, tenure-track faculty member who avails himself or herself of parental teaching relief is entitled to an
extension of his or her contract by one year unless the faculty member requests otherwise. Such extensions are

automatically awarded at the same tim e as teaching relief for the care of a new child is granted. See Chapter 11.2.1.

Chairs should contact the office of the Dean of the Faculty or the office of the Dean of Medicine and Biological
Sciences (as appropriate) for assistance in funding theteaching obligations and/or crafting of alternative duties that

could be structured in lieu of teaching by that faculty member.

7.8.4 Other

See also information on the website of the Office of the Dean of the Faculty regarding the Faculty Development Fund,

Lectureships, and other opportunities.
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Chapter 8. Departmental Standards and Criteria

Under Faculty Rules and Regulations (Version 7.0, July, 2008, Part 4, Sectiorl0, 1,D4)all untenured faculty have a
right to a written statement of their department’ s program'’s or division's criteria for recommending renewal of an
appointment, or the award of tenure, and of the procedures prefatory to making such recommendations. This
requirement has been extended to include the right of all faculty to a statement of departmental standards and
criteria in matters of research, teaching and "service" that would apply in the making by the department of important

personnel recommendations or decisions affecting their interests.

These statements must be detailed, clear, ofective and manifestly fair, and they must indicate the relative importance
("weight") given to each criterion - research, teaching and "service." Such statements are an essential tool in
reappointment, promotion and tenure cases and are necessary in any sibsequent defense of the professionalism of
these evaluations. The department is responsible for providing each member of the department with a copy of its
standards and criteria, especially new faculty and those who may be candidates for reappointment, pr omotion or
tenure in the near future. The Dean of the Faculty and the Dean of Medicine and Biological Sciences require that a
copy of each department's current written standards and criteria also be kept on file in their offices. These statements
are periodically reviewed by the Tenure, Promotion and Appointments Committee (TPA) who must pass on their

adequacy.

These statements should explicitly address questions such as the following, which are illustrative only: What kinds of
research are valued by thedepartment, how much is expected, and how is it assessed? What differentiates an
untenured assistant professor recommended for a two year renewal of his/her initial contract from another who is
recommended for a four-year renewal? Under what conditions mig ht the department recommend no reappointment
at all? In cases where outside evaluators are used, how are these individuals selected? Does the department allow
research leaves to be excluded from the tenure probationary period? If letters from undergraduate s and graduate
students are included as part of a personnel dossier, what procedures exist for the selection of these students, and

how is the confidentiality of this process ensured?

If a department includes among its faculty (i) long -term research appointees, (ii) adjunct staff, or (iii) lecturers and/or
senior lecturers, it is necessary that the department's written statement explicitly address the standards and criteria

the department employees in considering the reappointment or promotion of these ind ividuals.
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Chapter 9. Annual Reviews of Faculty

9.1 Procedures

The Dean of the Faculty or where appropriate the Dean of Medicine and Biological Sciencesshall annually write to all
non-tenured faculty apprising them of the requirement for an annual review of their performance and of the
existence of written departmental standards and criteria for contract renewal and promotion. Reviews of Senior
Lecturers must take place once in the middle of the term of appointment, and more frequently if requested by the

faculty member or deemed necessary by the department.

Annual reviews of untenured faculty shall be directed by the chair of the relevant academic unit. With these reviews
in mind, the chair of the academic unit will establish and maintain a dossier on each non -tenured faculty member

containing copies of, as appropriate:

Official appointment and salary letters

e  Previous reviews of the faculty member's performance

e Anannually revised curriculum vitaefor the individual

e Copies of his/her scholarly publications

e Material on teaching performance (including student teaching evaluations and tabulations), curriculum

development and advising.

The untenured faculty member together with the chair of the academic unit will be responsible for submitting

material for inclusion in the candidate's dossier, so that it contains up -to-date material on, as appropriate, teaching
(including courses taught, student evaluations from courses and tabulations, summary material on undergraduate
and graduate advising), scholarly work (including a curriculum vitaeand copies of publications), and service to the
University. Please note also that annual reviews of non-tenured faculty members are intended to cover any periods of
leave that occur during the year in question. Evidence on the use made of leavetime is thus relevant to the

evaluation.

Some departments at the time of their annual review of their non -tenured members conduct thorough reviews in -
house of the completed works of such individuals, and occasionally also of works -in-progress. Other departments in
contrast prefer to defer detailed inquiry into the substance of the work until the later tenure decision , relying instead
during the interim on the judgments of external editorial boards and grant -giving agencies for indications of the
quality of the work being done. Either strategy is acceptable to the deans and to TPAC provided that the basis for the

review is made clear this fact in the unit's written report to the non -tenured junior colleague in question.
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The annual review of each regular faculty member required to be reviewed will be conducted at a duly called
meeting of the tenured faculty, where the contents (except for salary letters) of the individual's dossier will be
reviewed and his/her performance evaluated in each of three areas: scholarship, teaching and service. A written
description of a consensus concerning the faculty member's performance,or of the nature of the disagreement about
it, if there is no consensus, will be summarized. The written review should be circulated among the faculty who

participated in the review to ensure the accuracy of the consensus or reports of any disagreements.

The chair of the academic unit shall meet with the faculty member soon after the review has been completed and
provide him or her with a written report indicating the substance of the evaluation. This report shall include explicit
commentary on the individ ual's scholarship, teaching and service. A copy of this report shall be placed in the
individual's official Department (Division) file, and a copy should also be sent to the appropriate dean together with
a signed "Confirmation of Receipt" form verifying t hat the faculty member in question has read the evaluation and

had an opportunity to discuss it, and to respond.

The faculty member who has thus been reviewed may submit a written comment on the final evaluation report, and
such comments shall also be placed in his/her official Department and Faculty Personnel files, but lack of a response
by such an individual shall not be construed as necessarily signifying total agreement with the final evaluation

report.

Where the requirement of a periodic review of a faculty member's total performance coincides with the need for the
academic unit's recommendation regarding contract renewal, promotion or tenure, the two evaluations may be
combined to meet the University's deadlines for these latter recommendations. Und er such circumstances, the
untenured faculty member must convey in writing to the Dean, with a copy to the Department chair, a request that

the two reviews be combined.

By January 31 of each year the chair should send to the Dean a memo stipulating that dl of the required reviews of

the junior members of the regular Department Faculty have occurred.

9.2 Teaching Evaluations

The Dean of the Faculty has primary responsibility for ensuring that all faculty evaluation procedures are reasonable

and fair. The following are minimum guidelines for carrying out the Faculty Rules regarding teaching evaluation.

1. Evaluation procedures must conform to the Faculty Rules. Faculty who face decisions on contract renewal,
promotion, and tenure should undergo teaching ev aluation on a regular and comprehensive basis. Every
departmentally assigned teaching function of a junior faculty member should therefore be evaluated and

departments should also have a means of measuring course preparation and pedagogical creativity.
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2.1n general, senior faculty in a department will ensure the evaluation of all teaching in the department by:

e  Establishing departmental standards of teaching effectiveness (to be filed with the FEC and their Dean);
e  Making certain that these standards are known to all members of the departmental faculty; and
e  Preparing mechanisms and instruments for teaching evaluation, including evaluations solicited from

students, which distinguish among various teaching functions.

3. Teaching functions not normally evalu ated by departments (GISP's, Independent Studies and MOT courses)
should be evaluated by the instructor him/herself. Extra -departmental University Courses will be evaluated by the

Dean of the College.

4. Because teaching ability and performance serve as pne factor in the setting of annual salaries, all faculty members
of a department must be regularly evaluated regarding their teaching, using the department's approved teaching
evaluation procedures. Chairs should also bear in mind that TPAC looks carefully at teaching evaluations and

expects the relevant faculty member's teaching performance to be explicitly addressed in all dossiers it receives.

5. The opportunity for 100% response on student course evaluation forms must be provided. Such forms need not be
signed, but departments need to establish their own distribution and collection procedures. An evaluation system
that does not give an opportunity for total student response will require either signed forms or letters and a

departmental description of ho w the sample was selected.

6. A summary evaluation of each teaching activity will be given in the department chair's annual letter to junior
members of the faculty. At the same time, reasonable opportunity should be given for such an individual to review,

rebut or comment upon his/her own evaluation.
7. The departmental file of an untenured member of the faculty should accordingly include:

e The report or tabulation of each evaluated teaching activity;
e The department chair's annual or periodic review letter;
e Any comments or additional materials tendered by the individual concerned; and

e Syllabi, course outlines, or other such appropriate materials, unless they are being catalogued elsewhere.

Recommendations to renew or not renew contracts, or to promote or not to promote, are initiated by the faculty
member's academic unit. Every academic unit with contract renewal or promotion and tenure decisions to make is
responsible for providing each member of the faculty, including especially anyone who may become a candidate for

tenure, with the department's written criteria for evaluating scholarship, teaching and service. This statement shall be
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detailed, clear, objective and fair and will state the relative im portance of each criterion. The standards for meeting
these criteria will also be described and defined by the department, to the extent possible. The criteria and standards
will be applied consistently and uniformly. While the criteria and standards are n ot to be altered without approval by
the Dean of the Faculty (Dean of Medicine and Biological Sciences), and the FEC, changes in the weighting of the
criteria may occasionally occur. If a department has received approval for such a change, faculty should be notified
as far in advance as possible of the exception and reasons for the change, and they must receive a copy of any

alterations or amendments to the standards

9.3 Evaluating Untenured Faculty: Advice from TPAC
In December 2006, TPAC offered the follaving advice about annual reviews:

Honest and Thoughtful Feedback

Annual reviews provide important opportunities fevaluating progress, assessing trajectory, and providing feedback.
Even when there is much to be praised about an individual's work, idvi@ua very rare case in which there is not

also some constructive criticism or advice to be offéedimpressionbased on having read many annual reviews in

the course of TPAC's business, is that praise is often more easily offered than craitiengh we carcertainly

understand the reasons for this, the failure to give honest feedback does a disservice to the candidate and can be the
cause of potential difficulties later, as happens when a candidate who has been repeatedly assuredablit "all is

learns only belatedly that there is soweakness in the record that culminates in a negative recommendation for

renewal or promotion.

Thoughtful annual reviews also provide the best vehicle for conveying a clear understanding about the egfectation
tenure and progress towards them. And yet we need to remain aware of the fact that the tenure review relies in part on
outside evaluations of a candidate's woltkis therefore unwise tsuggest- even to the strongest candidatethat

the standrd for tenure has been largely rhgthaving produced some quantity of woAt the time of the tenure

review, the essential judgment will be about the quality of the work, and its impatiany cases, these are difficult to

judge in the absence ofudl external review.

Evaluating Teaching

In terms of other considerations for reappointment and promotion, TPAC takes very seriously the need for good
information about a candidate's teachinghe Committee looks fdata over a number of semesters, ideally informed

by a comparison with the td@ng of others in the department (numerical comparisons are usually the most helpful).

We have been pleased to note that some departments have found means of supplementing the data available through
course evaluationslt is very helpful, for example, taave reports of classroom visits by senior colleagues who are well

placed to assess performance in the classroom.
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9.4 Annual Reviews of Non -Tenure-Track Faculty

Department chairs are also responsible for ensuring that untenured adjunct faculty and research faculty on multi -
year contracts also receive annual reviews of their performance. The process for reviewing the performance of non-
regular faculty need not be as formal as that for regular faculty. Adjunct and Research Faculty as well as Post
doctoral Fellows may be reviewed by their faculty research supervisor and/or the PI(s) on the grant(s) from which
they draw salary. A written record of the review, including the points covered and responses made by the faculty
member under review should be maintaine d at the departmental level but need not be forwarded to the Office of the

Dean of the Faculty or where appropriate Dean of Medicine and Biological Sciences
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Chapter 10. Reappointments, Promotions, and Tenure Reviews

10.1 Timely Review and Notification

The University and the faculty rules require that regular faculty whose term appointments are between one and three
years receive eight months advance notice of renewal or nonrenewal of their contracts. At least twelve months

notice is required for regul ar faculty whose term appointments total more than three years.

With respect to timely tenure notification, the University requires that the faculty member be natified by no later than
the end of the sixth year of full -time service in tenurable rank wheth er he/she will or will not be granted tenure. If

the recommendation is positive, promotion to tenured Associate Professor is normally effective as of the next July 1.

The Dean of the Faculty will send to the chairs/directors of academic units the names o all faculty members who will
require review for reappointment and/or tenure during the current academic year by the end (June 30) of the

previous academic year. Chairs should report any discrepancies with their records immediately.
Assuming a contract end date or tenure notification date of June 30, the following guidelines apply:

A For faculty requiring eight months notice, the review by the academic unit should be completed and
forwarded to the Dean by September 15 of the third year. If the contract end date is December 31st, the
dossier should be submitted no later than March 15

A For faculty requiring twelve months notice, the review by the academic unit should be completed and

forwarded to the appropriate Dean by February 1. (Or by October 15 for facul ty with December 31 contract

end dates).

These deadlines ensure that there will be adequate time for review by the Tenure, Promotion, and Appointments

Committee (TPAC).
The following should be noted:

e Unless an extension of contract is granted (see belovy, seven years of full-time service is the maximum
amount of time a non-tenured faculty member may serve in the tenurable ranks of the faculty.

e Inthe case of a department's consideration of an untenured faculty member for contract renewal (i.e.,
reappointment), all of the evidence mandated for consideration by the department at the time of the
individual's previous annual reviews (See Chapter 9) shall again be considered, plus any such new

information of the same kind as the department and/or the candidat e should deem relevant.
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In the event of a departmental recommendation not to reappoint an untenured regular faculty member at the end of
his/her current contract, the candidate is entitled, upon request, to receive from the department chair a timely writte n
explanation of the reasons for that decision, and a copy of this explanation shall be included in the candidate's
dossier. The candidate should be told by the chair that he/she has the right to appear before TPAC at the time the

Committee takes up the department's recommendation.

10.2 Extended Tenure Probationary Period

As noted above, untenured faculty members may serve no longer than seven years of full-time faculty service
or its equivalent in tenurable ranks at Brown University, except that extension s totaling no more than two
years may be granted by the Dean of the Faculty (or the Dean of Medicine and Biological Sciences) for care of

a newborn or newly adopted young child, or for extraordinary circumstances.

The effect of extending the faculty member's current contract in recognition of either parenting responsibilities
or extraordinary circumstances will be to lengthen the probationary by the amount that the contract is

extended. In no case may any combination of extensions total more than two years (four academic semesters).

10.2.1Parenting a New Child

An untenured, tenure -track faculty member who becomes the parent of a child by birth or adoption during the
probationary period for tenure is entitled to an extension of his or her contract by one yea r. Unless the faculty
member requests otherwise, such extensions are automatically awarded by the Dean of the Faculty (or the
Dean of Medicine and Biological Sciences) at the same time as teaching relief for the care of a new child is
granted. In any casewhere an untenured faculty member is the primary caregiver for an infant or newly -
adopted child but does not make use of parental teaching relief, notification of the birth or adoption must be
made in writing to the Dean of the Faculty (or the Dean of Medi cine and Biological Sciences) in order to result
in the extension. Such notification must be submitted to the Dean of the Faculty (or the Dean of Medicine and
Biological Sciences) and to the chair of the department as soon as possible after the birth or adption of the
child but in any case no later than September 1 of the year in which a review for reappointment or promotion
to tenure would be required. No extension is ordinarily possible in the final year of an assistant professor's

appointment at Brown.

10.22 Extraordinary Circumstances

When faced with extraordinary adverse circumstances, an untenured, regular faculty member may submit to
the Dean of the Faculty (or the Dean of Medicine and Biological Sciences) a request for an extension of the

probatio nary period beyond the normal seven years. Such requests are limited to cases in which there have
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been reasons beyond the faculty member's control which have resulted in the fact that he or she has been
deprived of reasonable opportunity to demonstrate his or her ability and potential as a teacher-scholar before
the sixth year (e.g., due to a need to care for a seriously ill child or family member, because of a physical
disaster affecting research materials, etc.). Such extensions may be granted by the Deanf the Faculty (or the
Dean of Medicine and Biological Sciences), following review and approval by the Tenure, Promotion, and

Appointments Committee.

Requests for extensions of the probationary period must be submitted to Dean of the Faculty (or the Dean of
Medicine and Biological Sciences) and to the chair of the department as soon as possible after the
extraordinary circumstances justifying such a request have occurred, but in any case no later than September 1
of the year in which a review for reappoint ment or promotion to tenure would be required. The request

should include a detailed description of the circumstances thought to warrant such an exception. The chair of
the faculty member's department shall submit a memorandum to the appropriate dean outli ning the
department's view on the validity of the request. Such requests will be subject to the approval of the Tenure,
Promotion, and Appointments Committee and the Dean of the Faculty (or the Dean of Medicine and Biological

Sciences)’

10.2.3 Medical and Personal Leave

Personal leaves (including medical and maternity) are not counted as part of the probationary period. See Chapter
14.7.

10.3 Reappointment Reviews

10.3.1 Assistant Professors

In the case of Assistant Professors, after an initial three year appointment, a reappointment may be offered by the
University for a term of two years, or for one of four years, or a reappointment may be denied altogether.

Explanations of these outcomes follow:

e Arecommendation not to reappoint is reserved for an i ndividual who has failed to meet the standard
requirements for teaching and/or scholarship and has shown himself or herself unwilling or unable to

respond to the department's repeated proffered suggestions for improvement.

"The Alpert Medical School has a separate set of guidelines for hospitatbased, full-time faculty in clinical
departments.
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e Areappointment recommendation f or two years signals general satisfaction with the individual's overall
performance, but is meant to indicate some concern about whether the record will justify a positive tenure
recommendation at the appropriate time. 8

e Areappointment recommendation for four years indicates that the individual is following an appropriate
trajectory with respect to scholarship, teaching, and service, and that there are no concerns that need be
especially addressed at this time. A reappointment for a term of four years doe s not guarantee a positive

tenure recommendation at the end of the probationary period.

The letter of transmittal to TPAC should state in precise language the specific recommendation that is being made,
including (except in the case of a negative recommendation) the date of the proposed action and, in the case of a
reappointment, the length of the proposed new term. The recommendation to TPAC must contain information on the

following:

e the names of the faculty who attended the meeting at which the final rec ommendation to TPAC was agreed
to;

e the names of faculty who, though eligible to participate in this decision, did not attend the above meeting;

e the (numerical) vote upon which the final departmental recommendation is based;

e the department quorum establi shed for such meetings;

e the academic unit's view of the importance of the candidate's academic specialty within the larger field or
discipline;

e ageneral explanation of the reasons for abstentions (if any);

e an explanation of the views of those voting in the minority; and

e in addition to the foregoing, a full and candid discussion of the issues raised in the department meeting

relative to this candidacy.

More details regarding required documentation may be found the Appendix at the end of this chapter.

8 On occasion, a department that is intending to undertake a tenure review shortly after the end of the first
contract will choose to recommend a two-year reappointment, during which time the review for tenure and
promotion will be conducted. In such cases, and in the event of a negative outcome of the tenure review, no

further reappointment should be anticipated.
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10.3.2 Lecturers and Senior Lecturers

Lecturers may be reappointed for periods of up to three years. Senior Lecturers are reappointed for terms of up to

six years. The required process and documentation is the same as for reappointments of Assistant Pofessors.

10.4 Department Procedures for Tenure Review

Normally no later than October 1sf of the sixth year of the candidate's seven year probationary period, the chair of
the department, in consultation with the candidate, shall select a tenure committ ee of no fewer than three persons to
guide the evaluation procedure (the tenure committee shall be smaller if there are fewer than three tenured faculty in

the department). *°

Where a recommended faculty action involves more than one department, the necessary cooperation among these
academic may be differently structured. Accordingly, the chairs of academic units anticipating such a decision are
asked to consult together with th e Dean of the Faculty (or where appropriate, Dean of Medicine and Biological
Sciences) well in advance of beginning work on a case, to ensure that the method of cooperation between these

academic units is the most appropriate one and is well understood by all parties.

As soon as the tenure committee has been selected, the chair of the department will convene a meeting of all tenured
faculty of the department and outline the procedures to be used in the evaluation for tenure. Where a candidate for
tenure holds a joint appointment, each department, center or program shall have a separate tenure committee
meeting and make separate evaluations and recommendations unless a different process for review has been

specified at the time of the initial appointment.

The candidate shall supply the tenure committee with a list of outside individuals who are well acquainted with
his/her scholarship. At the same time, the tenure committee may select other individuals who are acknowledged
scholarly and/or educational leader s in the discipline from whom to seek confidential written comments on the
quality of accomplishment of the individual under review. Before writing these individuals, the chair of the tenure
committee shall inform the candidate of the additional names, and the candidate may lodge such objections as s/he

may have within two weeks . The candidate's objections must be considered by the tenure committee but do not

° Note that this date and others following need be adjusted if the faculty member's contract does not coincide with
the usual academic year(July 1+ June 30). er assistance in these calculations, consult with the Dean of the Faculty.

1% The chair may or may not be a member of the tenure committee. The head of the committee may be any tenured
member of the department.
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constitute a binding veto on the composition of the final list of referees. The tenure committee sh all write to a number
of persons suggested by the candidate, as well as those added by the tenure committee, for confidential letters of
reference. In consultation with the candidate, the chair of the tenure committee shall decide on how many people will
be asked to serve as referees. No fewer than five letters should be received from individuals who are not on the
Brown faculty. Note that these letters should be from individuals who are not former advisers of the candidate, close
collaborators of the candidate, or persons who previously provided written evaluations of the candidate at the time

of an earlier personnel action at Brown (initial appointment, reappointment, tenure or promotion). See the Appendix

to this Chapter.

The tenure committee, in consultation with the candidate, will be responsible for assembling the candidate's tenure
dossier. This dossier will ultimately carry the department's recommendation on promotion to tenure to be
transmitted to the Dean of the Faculty for review by TPAC, and wi Il be kept permanently in the files of the Dean of
the Faculty. When completed, the dossier should contain all the items listed in the Appendix at the end of this

chapter

Before the dossier is submitted to TPAC, astatement of its contents (including the names of all referees contacted, but
not information concerning whether they responded, or the contents of their letters) shall be given to the candidate,

so that the candidate may complete or supplement it with additional material, if necessary.

The acacemic unit's recommendation shall not be made without a complete dossier for the candidate, unless the

candidate fails to submit the required materials .

Documented efforts must be made to secure the maximum participation of the tenured faculty of the depar tment, as
required in the evaluation and recommendation process. The candidate's dossier shall be sent to those tenured

faculty members in the department not in residence, and copies of any of the materials or publications held by the
tenure committee shall be sent to such members on request. Those tenured faculty not in residence shall be requested
to send written statements concerning the candidate to the chair of the tenure committee, but failure to receive the

statements from absent members shall not prevent completion of the evaluation and recommendation process.

At a duly called meeting of the tenured faculty, with at least a week's notice, the tenure committee will present the
evidence on scholarship, teaching and service. At this meeting, or at anoher scheduled meeting, the candidate must
be given the opportunity to appear before the department's tenured members. The tenured faculty will discuss the
evidence and take a vote, which will be the basis of the department's recommendation to TPAC. This
recommendation shall be made in writing and indicate the quorum the department has established as necessary to
make such decisions. At the time of the recommendation, the candidate shall be notified in writing what the

recommendation is, to whom it will be s ent, and in the case of a negative recommendation, the number of votes for
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and against and the reasons for the department's decision In general, this written statement should be provided to
the candidate as soon as possible. In no case should more than aveek elapse between the time of the meeting and the
time the faculty member receives the recommendation. The individual then has the right to present written material

in person and/or in writing to TPAC.
Dossiers are to be submitted to TPAC no later thanFebruary 1.

10.4.1 Procedures for Tenure Review for Untenured Associate Professors

no more than five years. In such cases the departmentwill undertake a tenure review no later than the penultimate
year of the contract, in order to ensure the requisite twelve months notice. Procedures for such reviews are the same

as for those for the review of assistant professors, described above.

10.4.2Review of Formerly Tenured Brown Faculty

If a tenured Brown faculty member, having resigned from the University to take a position elsewhere, wishes to
return and is recommended for an appointment at the same rank within two years, a full external review will not be
required. The department making the recommendation will nevertheless be expected to submit for TPAC review a
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normally pertaining to faculty appointments will continue to be followed.

10.5 Guidelines for Promotion

10.5.1 Lecturer to Senior Lecturer

Academic units must have on file with the Dean of the Faculty (or Dean of Medicine and Biological Sciences) an
approved set of standards and criteria for promotion to the rank of Senior Lecturer, if this is appropriate in their case.
(See Chapter 8) While there may be some ansiderations that are unique to a particular department or program,
common criteria include the following: (a) excellence in teaching over several years; (b) long-term need for the
appointment in light of the needs of the department; (c) service, includin g advising students and participating in
departmental affairs; and (d) professional accomplishments and recognition. In terms of (d), it is not necessarily the
case that professional accomplishment will be demonstrated through research and scholarship. Although this may

be true in some cases, professional accomplishment may take different forms, e.g., participation in professional

™ n the event of a tie vote, the candidate is also entitled to a written explanation of the reasons.
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Promotion to Senior Lecturer follows the same requirements for documentation as for other promotions, including
the solicitation of letters from external referees. Because of the fact that the emphasis in these appointments is on
teaching,, it is not always necessary or appropriate to require that all letters be from referees outside of Brown. In
many cases, some combination of letters from outside evaluators and those from individuals at Brown (but not in the
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Recommendations for promotion require review by the Tenure, Promotion and Appointments Committee, and the
department in presenting its candidate for promotion shall have arrived at such a recommendation only after a full
review of the relevant dossier (including letters from referees outside the University), and after a vote taken at a duly
called meeting of the faculty of the department, at which a quorum is present. The timing and procedures should be

consistent with those followed for promotion from the rank of Assistant Professor to Associate Professor.

10.5.2 Instructor to Assistant Professor

Promotion occurs upon completion of requirements for the Ph.D. degree. The academic unit should send a letter
addressed to the Dean of the Faculty or Dean of Medicine and Biological Sciences requesting the change, with a copy
of the certification of comple tion of the requirements for the Ph.D. degree (supplied by the faculty member's graduate

school).

Change in rank will be effective at the beginning of the next semester. Change in salary will be effective at the start of

next month.

10.5.3 To Associate Rofessor, or full Professor, Either Rank Without Tenure

Promotions to the rank of Associate or full Professor, either without tenure, as, for example, in (Research)
appointments, follow the same University procedures as tenure recommendations. If an academic unit intends to
follow the practice of promoting to Associate or full Professor without tenure, it should establish written criteria and
standards for these ranks, and ensure that this document is approved by the appropriate senior officers and relevant

reviewing bodies.

10.5.4 To Associate Professor With Tenure

The promotion of an assistant professor without tenure to the rank of associate professor with tenure is of course a
major milestone in any academic career, indeed perhaps the single most impatant professional review that a career-

scholar is likely to undergo. Accordingly, the procedural requirements and safeguards of this review process have
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been developed with the greatest care and are now exceptionally well codified. For a detailed treatment of these
requirements and of the specific documentation that is involved, some of which requirements apply in all cases of

consideration for promotion, to whatever rank, see Section 11.7, following.

The review for promotion from Assistant Professor to A ssociate Professor is to be conducted no later than the sixth
year of the probationary period (except in cases of extension, described in 10.2). Earlier review is also possible if the
record warrants this and if the department and the candidate agree about proceeding. In considering the appropriate
timing of the review for promotion and tenure, departments and candidates should bear in mind that the practice of

the University is that such a review is ordinarily conducted only once.

Prior Experience

From time to time, a candidate who has had significant prior experience as a tenure-track faculty member at another

institution is appointed as Assistant Professor at Brown and subsequently reviewed for promotion and tenure. There

is no formal policy for ad justing the probationary period to account for prior service at another institution. In such

cases, TPAC pays special attention to research conducted at Brown, since recent output is a good predictor of a

UET OOEUz Uwi UUUUIT wUOUE N ihiegthBdsandce: 4t Bréwh @b Ekeise giveribredtdd weihht Bétause

institutions can vary quite considerably in their expectations in this regard, and because the teaching environment at

Brown can be very different from that at some other institutions. Thi UwUT OUOE wOOUWET wUEOI OQwlUOwol EDL
contributions to scholarship and teaching prior to arriving at Brown are ignored. On the contrary, a reappointment or
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105.5 To Professor With Tenure

The University has applied to cases of promotion to full professorship (with tenure) the same kinds of standards as
those that apply to a tenure review, the difference being that one should, for promotion to the rank of full p rofessor,
attest professional and scholarly growth beyond the level at which tenure was originally granted. The criteria for
promotion to full professor are continued excellence in scholarship, teaching, and service; demonstrated

distinguished influence in the scholarship of the discipline; and demonstrated distinguished influence at Brown.

There is no fixed point at which promotions to the rank of professor must occur, and there is obvious variation in the
rapidity with which one's scholarship can be expe cted to mature. Even within a single department, different
individuals may satisfy in different ways the scholarly promise upon which promotion to tenured rank was
predicated. Chairs should be aware that TPAC carefully reviews recommendations for promotion to full Professor
and should be certain that the dossiers of such candidates contain all the information declared necessary in the

discussion following immediately on TPAC.
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A review for promotion to professor may be initiated at any time after the granti ng of tenure. As a minimum
requirement, tenured associate professors who have completed ten years in rank shall be reviewed for promotion to
professor. However, a candidate may decline or defer this required review by sending a letter to that effect to the
Dean of the Faculty or the Dean of Medicine and Biological Sciences, as appropriate. A candidate shall be reviewed

for promotion at least every five years if not promoted. A candidate may defer or decline as described above.

Though the Faculty Rules do not explicitly require this, the Dean of the Faculty and Dean of Medicine and Biological
Sciences expects that faculty who are being considered for promotion to full Professor should be provided the same

due process as is required for the more junior ranks.

10.6 Review by the Tenure Promotions and Appointments Committee (TPAC)

The Tenure Promotion and Appointments Committee (TPAC) exists and obtains its authority under Faculty Rules

and Regulations (Version 7.0, July, 2008), Part 1, Section 2, VI, B pp. 335).

TPAC reviews personnel recommendations coming from departments or other academic units for:

the renewal of a faculty member's current contract, i.e., a reappointment, with or without tenure;

e anew appointment to the Brown faculty (from outside) to a rank involving tenure;

e the promotion of someone already at Brown to a rank carrying tenure, or to a rank carrying -over (i.e.,
continuing) an earlier grant of tenure; or

e anew appointment (from ou tside) or promotion (from within) to the rank of Senior Lecturer, Associate

Professor (Research), Professor (Research), or Associate Professor or Professor without tenure.

Copies of the recommendation and dossier will be distributed to TPAC in advance of t he scheduled meeting. The
department chair and the chair of the Tenure/Promotion Review Committee may be asked to appear before TPAC to
answer any questions from the Committee which may have arisen regarding the recommendation or associated
materials. The faculty member whose case is under review will be provided an opportunity to appear before the

Committee and/or present materials that he/she feels may be significant.

TPAC carries out its responsibilities with reference to the following university -wide standards and criteria for

promotion and tenure:

Candidates for tenure at Brown must show evidence of outstanding scholarship. They must also be highly
effective teachers, and be positive contributors to faculty governance as well as to the intellectual life of their
department, university, and profession. Demonstrated ability in teaching and service are necessary but not

sufficient conditions for tenure.
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Peer esteem, both within and outside the university, is a valuable indicator of scholarly ability and

achievement. Established scholars who come to Brown with tenure must be widely recognized as leaders in
their disciplines. Younger scholars must have achieved a level of scholarly accomplishment and recognition
that stands on its own, and moreover signifies great promise. In either case, the quality and not the quantity

of scholarly production should be paramount.

Promotion to full professor at Brown is contingent on fulfillment of the promise on which tenure was originally
granted. Specifically, full profe ssors will have produced a distinguished body of scholarship since their previous
promotion; will have achieved standards of excellence in teaching; and will have contributed regularly to faculty

governance as well as to the intellectual life of their department, university, and profession.

All recommendations for appointment, reappointment, promotions and tenure at regular faculty ranks are sent to the

Dean of the Faculty (or Dean of Medicine and Biological Sciences).
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Departments should note that pursuant to Part 1, Section 2, VI, B of Faculty Rules and Regulations (Version 7.0, July,
2008), TPAC (and by extension the Provost and the President, as nofvoting members of TPAC) may in their
consideration of particular cases solicit additional information and evidence from within or without the "sponsoring
group.” In such cases, the additional evidence that is solicited may include, but is not limited to, the following: (i)
letters from external or internal aut horities beyond those already gathered by the department; (ii) written statements
from all persons participating in the department's vote identifying how they individually voted and the reasons for

that vote; and (iii) additional or expanded explanations f rom the department's chair of points of particular interest to

TPAC - points that were mentioned (or perhaps not mentioned) in the department's initial submission of the

candidate's dossier.

Because the gathering of such additional evidence takes time, TRAC may resolve to table consideration of these cases
without taking a vote after the initial presentation by the department, with consideration resumed after the

additional information is provided.

At the conclusion of the Committee's discussion, a vote will be taken on whether the Committee accepts the

recommendation before it. The decision of the Committee shall be conveyed to the department chair by the Chair of
the Committee soon after that decision is reached, and the department chair shall promptly communicate this
DOl OUOGEUPOOWUOWUT T WEEGEPEEUI OwlT OUTT wUOET UUEOGUDPOT wi OUwOT 1T wEE
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department chair in writing a statement of the rationale for its decision within three weeks of the date of its decision.
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10.8 Review of TPAC Recommendations by the Provost

TPAC recommendations regarding appointment, reappointment, tenure and promotion are forwarded to the
University Provost for decision. Materials include t he record of the vote, the Committee's recommendation, and all
other documents in the Committee's possession. The Dean of the Faculty (or of Medicine and Biological Sciences)
also conveys his or he recommendation to the Provost. The Provost may take up to thirty (30) days to render a
decision. At this point, but only then, an official letter transmitting the substance of this decision will be prepared at
the Dean of the Faculty's office (or where appropriate the Office of the Dean of Medicine and Biological Sciences) for

mailing to the candidate through the departmental chair.
Various contingencies include:

e If the department's recommendation was in favor of reappointment, or promotion, or the awarding of
tenure, and if after the Committee's review, the Provost accepts the recommendation, the Dean of the
Faculty (or Dean of Medicine and Biological Sciences) will orally notify the department chair concerned and
will sign the official letter which will be transmitted to the candidate by the department chair.

e If the department's recommendation was in favor of reappointment, or promotion, or the awarding of
tenure but if the Provost's decision is negative, oral notice shall be given at once to the @ndidate and the
department chair concerned (see below).

e If the department's recommendation was against reappointment, or promotion, or the awarding of tenure,
and if TPAC and the Provost find that the recommendation is procedurally and substantively acce ptable,
oral notice will be given at once to the candidate for promotion and the department chair concerned (see
below).

e If the department's recommendation was against reappointment, or promotion, or the awarding of tenure,
and the Tenure Promotions and Ap pointments Committee, upon reviewing the recommendation, find
reason to question either the substance of the recommendation or the manner in which it was reached, the
Committee will ask the department to make whatever further explanations are considered ne cessary; or the
department may be asked to reconsider its recommendation; or a specially convened extradepartmental
committee may be asked to consider it. Whenever a departmental recommendation is so questioned by the
Committee, final disposition of the t enure case shall not have been made until the Provost either accepts the

original recommendation or overturns it.

In the case where reappointment, promotion, or the award of tenure has been denied (whether because a negative
recommendation from the academic unit has been upheld by TPAC and approved by the Provost, or because a
positive recommendation by the academic unit has been overturned by TPAC and/or the Provost), the Dean of the

Faculty or Dean of Medicine and Biological Sciences will prepare and sign a letter to the candidate officially
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indicating this decision and providing reasons for it. The Dean's letter must inform the faculty member that he/she

has the right to present materials in persons or in writing to the President.

Letters reporting the Provost's decision are sent to the chair of the department for transmittal to the faculty member
under consideration. All letters will be sent in accordance with Faculty Rules (Version 7.0, July, 2008, Part 2, Section
VI, B) regarding timely notification o f faculty (See Chapter 10.1in this Handbook.) It is understood that a letter

indicating that a contract will be allowed to expire may be superseded later after review by the President.

If reappointment, promotion, or tenur e has been denied to any faculty member, Faculty Rules require that the case be

sent on to the Committee on Faculty Equity and Diversity for review.
The President, or in his/her absence, his/her designee, shall grant to a department chair or a faculty menber under
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recommendation with the President or other designee, or to present material in writing.

A complete copy of the dossier and all letters and review decisions will be kept in the files in the Office of Faculty

Personnel. Publications and teaching evaluation forms will be returned to the department.
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Chapter 11. Non-Regular Faculty

Non-regular faculty members hold appointments other than those in the professorial ranks (including assistant,
associate, and full professor) or those in the lecturer/senior lecturer category. The titles held ordinarily include a

prefix (Adjunct or Visiti ng) or suffix (Research). For more detail regarding ranks and titles, see Chapter4.

As is the case for other faculty personnel recommendations, recommendations for reappointment, contract renewal,

promotion, and tenure are initiated by the untenured facu Ity member's department.

11.1 Yearly Performance Appraisal

As noted in Chapter 10 department chairs are responsible for ensuring that untenured adjunct faculty and research
faculty on multi -year contracts receive annual reviews of their performance. The process for reviewing the
performance of non-regular faculty need not be as formal as that for regular faculty. Adjunct and Research Faculty as
well as Postdoctoral Fellows may be reviewed by their faculty research supervisor and/or the PI(s) on the grant (s)
from which they draw salary. A written record of the review, including the points covered and responses made by

the faculty member under review, should be maintained at the departmental level but need not be forwarded to the

Office of Faculty Personnel.

11.2 Contract Renewal and Reappointment

At the ranks of Lecturer (less than half-time), Fellow, Research or Teaching Associate, Investigator, or at any Adjunct
or Visiting ranks, or when one has been initially appointed at any rank, regular or non -regular, for only one year or
less- reappointment may be recommended at any time before the expiration of the current contract. Chairs should,
however, bear in mind that any recommended reappointment cannot normally violate the announced conditions of

an original appointment (for example, to pay a salary when none was originally offered, or to exceed a fixed non -
renewable term). Otherwise, the considerations bearing upon reappointment at these ranks are the obvious ones:

evaluation of performance, availability of funds, and room in the departmental staffing plan.

If no reappointment is recommended at any of these ranks, the contract will automatically lapse on its expiration
date. Initial faculty appointments (regular or non -regular) for a period of one year or less, and "visiting"
appointments of whatever duration are understood to be terminal appointments, and therefore do not require

specific advance notice from the University regarding possible reappointment.

11.3 Promotions
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Promotions at the temporary, non-regular ranks of the faculty do not normally occur, except in the cases of people
who have served in the (Research) or adjunct professorial ranks over an extended period of time. Recommendations
for promotions of persons of Research or Adjunct rank wi Il be carefully reviewed by the Dean of the Faculty or where
appropriate, Dean of Medicine and Biological Sciences. When promotion is to Associate or full Professor (Research),
or to Associate or full Adjunct Professor, the recommendation must be reviewed by TPAC, and chairs/directors
should prepare these cases with commensurate care. It follows that the written "Standards and Criteria" of the

department in question must explicitly define promotion standards for such non - regular faculty.

A dossier includi ng (i) the covering letter in which the recommendation is amply explained and justified and (ii) the
curriculum vitae of the candidate for promotion should be sent to the Office of Faculty Personnel. After review by the
appropriate dean and the Associate Provost & Director of Institutional Diversity, the recommendation will be placed
on the agenda of TPAC. The chair will also be informed when the meeting is to take place and will be expected to

attend.

Once such a recommendation has been fully reviewed and if it has been approved, the Dean of the Faculty or the
Dean of Medicine and Biological Sciences will sign the appropriate letter and send it to the department chair for

delivery to the individual. A copy of the letter will be included for departmental f iles.
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Chapter 12. Designated Chairs, Endowed or Named Chairs, and
University Professorships

Designated Chairs

The University from time to time honors distinguished faculty with designated chairs, including University
Professorships, endowed or named chairs, Royce Professorships and endowed assistant professorships. The
authority to place an individual faculty member in a designated chair rests with the University Corporation, acting
upon a recommendation from the University President. Recommendations to the President are made by the Provost,

with advice from the Dean of the Faculty and the Dean of Medicine and Biological Sciences.

12.1 University Professorships

University Professorships honor distinguished senior faculty. In general, incumbents in Univ ersity Professorships,
some of which are named University Professorships, are individuals whose academic expertise crosses traditional

disciplinary boundaries.

Nominations for University Professorships may be made at any time by department chairs, center directors and
senior academic officers. Nominations should be submitted to the Provost and to the Dean of the Faculty or Dean of
Medicine and Biological Sciencesand should include a current curriculum vitaeand a letter of nomination describing

Nominations will remain active for three years.

12.2 Endowed or Named Chairs

In general, named or endowed chairs honor distinguished senior faculty. Certain chairs have been designated for
faculty incumbents in various administrative posts, such as the departmental chair of English, and are thus awarded
ex officio Named chairs may be awarded with or without term. Named chairs may also be unrestricted, or alternately
restricted by field. If restricted, this is usually evident in the title of the chair, e.g., the Parker Professorship in

Economics or Wilbour Professorship in Egyptology.

Nominations for endowed or named chairs may be made at any time by department chairs, center directors and
senior academic officers. Nominations should be submitted to the Provost and to the Dean of the Faculty or Dean of

Medicine and Biological Sciences and should include a currentcurriculum vitaeand a letter of nomination describing

Nominations will remain active for three vyears.
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12.3 Royce Professorships

The Royce Professorships were established to foster, promote, and reward teaching of the highest quality at Brown
University. Royce Professorships are selected from all academic divisions of the University and are appointed for

three year terms.

Nominations for Royce Professorships may be made by department chairs or faculty peers to the Dean of the Faculty

or the Dean of Medicine and Biological Sciences. Candidates must be fulttime active teaching faculty at the associate

professor level or higher, who have demonstrated a high level of commitment to teaching and advising students, to

pedagogical innovation and excellence, to scholarship and to University service. All Royce Professors will offer a

colloquium during their te rm that provides insight into their teaching approach or their scholarly interests.

Nominations should include: (@) a1-l wx ET T wOl 001 UwOil wOOOPOEUDPOOOwWI UOOawET UEUPEDO
innovative pedagogical techniques, and special contributio ns to either undergraduate or graduate teaching and

advising; (b) a current curriculum vitag and (c) summaries of student assessments of teaching for all courses taught by

the nominee for the past three years (either quantitative or narrative style).
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Sciences by March 1 of each year. Royce Professors will be selected by the Dean of the Faculty, the Dean of Medicine

and Biological Sciences, Povost, and President.

12.4 Endowed Assistant Professorships

The University honors outstanding junior faculty with endowed assistant professorships. These professorships

generally are awarded to assistant professors in the second term of their appointment.

Nominations for endowed assistant professorships will be invited by the Dean of the Faculty and the Dean of
, 1 EDPEDPOl WEOGEW! POOOT PEEOW2EDPI OET U ww3T 1T w/ UOYOUUzUwWOI I PET wbbPOO
and Dean of Medicine and Biologi cal Sciences by March 1 of each year. The Deans will advise the Provost on

appointments of Endowed Assistant Professors.
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Chapter 13. Leaves of Absence

A faculty on a leave of absence continues to hold his or her faculty appointment and to be an employee of the
University. The employment relationship between the faculty member and the University is not severed during a
leave of absence: a faculty member on leave is eligible for certain benefits and services, and is expected to comply
with all Univers ity policies and relevant expectations. Depending on the designation and the duration of the leave,

the faculty member may continue health and dental coverage by paying the active employee premiums;

Leaves, whether paid (sabbatical, leaves on special assignment, or leave with "topup™) or unpaid (leaves of absence),
may be taken for a semester or a year. Only in exceptional cases may a leave be extendedelyond a single year;

under no circumstances may it extend beyond two years. If a faculty member on leave with support from Brown
(whether salary or top -up) requests a second year of leave, it will be granted only with the understanding that no

support fro m Brown will be given.

Faculty members are expected to teach for at least four semesters between any two leaves, and no more than four

semesters of leave of any kind is ordinarily possibly during a seven year period.

Applications for sabbatical leaves and for leaves of absence without pay for the following academic year, or any part
thereof, should be sent to the Dean of the Faculty(or the Dean of Medicine and Biological Sciences)by the January
15th preceding the academic year in which the leave is taken. All leave requests should be discussed with the
department chair, who will review applications in the context of departmental needs. Each application for sabbatical
leave should specify whether the leave is intended to be for one semester (at full salayy) or a full year (at half salary).
Per rules of the Corporation, it should also state briefly how the leave will be spent. Under no circumstances will
faculty members be granted leaves of absence from Brown University for more than two consecutive years. Follow

this link for leave application form . The BioMed Faculty Leave Application Form can be found at

http://med.brown.edu/omfa/FacultyLeaveApplication.pdf

Opportunity for taking sabbatical or scholarly leave at regular intervals is not absolutely guaranteed by the

University. Such leaves may be denied or postponed if the faculty member's performance has been substandard, or if
the timing of the leave jeopardizes the integrity of the Department's curriculum. Department chairs are expected to
arrange timing of leaves in such a way as to ensure the integrity of the curriculum of the Department. It is
nevertheless the case that it is generally not possible to appoint replacements for faculty on sabbatical or scholarly

leave.
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13.1 Sabbatical Leave

Sabbatical leave is granted only to regular faculty of professorial rank, and such officers of the University as the
President may nominate. It is granted in recognition of notable service through teaching and scholarly contributions
and as aid and inspiration to further achievement. Tenured faculty are eligible for sabbatical leave under the terms of

UEEEEUDEEOU? wpUIi I WwETI OOPKS
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development and contacts which shall contribute to their professional effectiveness and to the value of their later
services to Brown University. It is not intended that such leave shall be used primarily f or purposes of rest and

recuperation."”

Under the 2008 sabbatical policy applying to tenured faculty, a faculty member is eligible to request a sabbatical leave
of absence for one semester at seventy five percent of the usual semester salary following sivsemesters in residence.
If that leave is not taken, the faculty member may instead continue teaching for an additional six semesters (twelve
semesters total), after which time the sabbatical leave may be for either an entire academic year (two semesters)ta

three-quarters of the academic year salary, or for only one semester at full salary.

To help avail themselves of fellowships that only provide partial salary, faculty may request to advance or delay a
sabbatical by up to one year (two semesters) without affecting the timing of the next one. This flexibility with the
sabbatical schedule should be used whenever possible to combine such awards with sabbatical leaves. If external
funds are used to cover part of the sabbatical salary that would otherwise have been paid by Brown, the faculty

member will receive a research fund equal to 50% of the salary savings.

Any postponement of a sabbatical leave for more than two semesters will ordinarily affect the timing of the next
sabbatical. Only when postponement is requested for reasons which are mutually beneficial to the department or
University and to the faculty m ember will the required period of service between sabbaticals be adjusted. In those
cases where exceptions have been granted the Dean of the Facultyor the Dean of Medicine and Biological Sciences)

will specifically note his/her approval in the letter gra nting the leave.

It is presumed that a member of the Faculty or an officer on sabbatical leave is not receiving compensation for
services in another institution or organization. Faculty are expected to return to Brown (for at least a year) following

sabbatical leave.
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13.2 Junior Faculty Sabbatical

A special program of sabbatical leaves exists for nontenured faculty (i.e., "junior sabbaticals") under special
circumstances. Recommendations for such leaves should be made by chairs to the Dean of the Faulty (or the Dean of
Medicine and Biological Sciences)and be accompanied by a sabbatical plan as described abovelunior faculty may
request one semester of paid leave after their first reappointment (i.e. after six semesters of teaching). This may be
taken as a year at half salary, or combined with internal support (e.g. Wriston or Humanities Center fellowship) or

external support (grant or fellowship, possibly with top -up), to have the full year for research.

Untenured faculty are expected to teach for a minimum of three semesters between any two leaves. Because leaves
decrease teaching time, department chairs should advise untenured colleagues about the importance of establishing a

good teaching record as well as an active research program.
13.3Salara w2 Ux x Ol Ol OUWEUUDOY Li+1 EYT wep? 3 Ox

Faculty who have a paid leave from Brown for a semester and would like to extend it are encouraged to find outside
support for a second semester. If a yearlong prestigious fellowship combined with a one -semester sabb& D E E OwE O1 Udz Uu
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Faculty members may also request top-up funds if an outside fellowship has been received at a time when a regular
sabbatical is notdue. In such cases, the Dean may make arrangements to adjust the timing of the next sabbatical, or

may provide a supplement, in order to permit the faculty member to make use of the fellowship opportunity.

Top-ups will not be provided during a sabbatical semester (even if the sabbatical covers only partial salary).

13.4 Scholarly Leave

Scholarly leave may be granted to Lecturers and Senior Lecturers. Again, according to the Corporation, the purpose

is "to enhance scholarship and/or teaching through a plan of study, research, or other appropriate activity as

Lecturers and Senior Lecturers are eligible for scholarly leave following twelve semesters of full -time teaching.

13.5 Leave on Special Assignment

"Leaves on Special Assignment" are defined as leaves with salary from the University. Such leaves in which the
source of funds is the instructional budget are rare and must be arranged directly with the Dean of the Faculty (or the

Dean of Medicine and Biological Sciences)
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A Leave on Special Assignment is viewed as an investment in the faculty member's future professional contributions
to the University. Accordingly, a Leave on Special Assignment may not ordinarily be taken during the semester prior
to a faculty member's retirement or contract expiration date. Faculty members who do leave the employment of the
University immediately after a Leave on Special Assignment may be required to reimburse the University for

compensation received during the leave.

In other cases, fatilty may be receiving salary support from grants and contracts which are administered by the
University. Depending on circumstances, such leaves may be designated as Leave on Special Assignment or as

Leave of Absence.

13.6 Leave of Absence

A leave of absence is without regular salary.

13.7 lliness and Medically Defined Disability

All University employees are covered by the Family Medical Leave Act and by relevant Rhode Island laws. Details

regarding terms and eligibility may be obtained from the Human Re sources Office.

Regular faculty who must be absent for illness or other disability retain their salaries from the University for up to six
months, or until the time that they may be eligible for long -term disability payments under the University's insuranc e
plan, if that is sooner. The period of such medical leaves will, where possible, coincide with the dates of the fall (July

1 December 31) or spring (January * June 30) semester.

(OwOUET Uwi OUWUUET wOl EPEEOwWOIl EYI wli@uskduldgravide@delnteratidni 1 wi EEVUOUa wo
attesting to the need for the leave; returning from a medical leave also normally requires supporting documentation.

No more than one six-month medical leave will ordinarily be granted within a two -year period.

No extension of a paid medical leave beyond this maximum six -month period should be anticipated, and any faculty
member whose medical condition is likely to persist beyond that period is advised to consult with the benefits office

regarding initiating an application for long -term disability insurance.

During any University -paid disability leave, the Department is expected to arrange for coverage of the faculty

member's responsibilities without recourse to making new appointments to the faculty.

Note: in the case d an untenured faculty member, personal leaves (including medical and maternity) are not

counted as part of the probationary period.
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In cases in which the faculty member is supported by grants or contracts, the duration of the medical leave will vary
according to medical need as determined by the physician, but should not exceed six months. Salary while on
medical leave continues to bepaid from these sources, in proportion to effort and subject to the availability of

funding.

13.7.1 Maternity Leave

A pregnant faculty member is automatically eligible for six weeks leave with salary. Should her pregnancy disable
her for a longer period (as attested by a physician), the University shall continue her salary up to the same six month
period as for other di sabilities. In cases in which the faculty member is supported by grants or contracts, the salary
while on maternity leave continues to be paid from these sources, in proportion to effort and subject to the

availability of funding.

13.7.2 Unpaid Personal Leave

Faculty may be eligible for unpaid family and medical leaves under federal and state law due to personal illness or
EPUEEPOPUAOWETI POEEDPUUT WEOEYOQUWEEUT woOl wOT 1T wi 6x00aiizUwbI PEOUD

child; or care of a spouse, samesex domestic partner, child, or parent with a serious health condition

Federal and state law provide for up to 12 weeks of leave during a 12-month period (FMLA) or 13 weeks of leave
during a 24-month period (RIPFML). If an employee is entitle d to a leave benefit under both federal (FMLA) and
state laws, the leave periods will be served concurrently. To be eligible, the employee must have been employed for

12 months and worked at least 1,250 hours during the 12 month period immediately precedi ng the leave.

Please contact the Benefits Office for further information

13.8 Parental Teaching Relief

Brown University provides one semester of classroom teaching relief for faculty members who are primary
caregivers for newborn children or newly adopted children. This is not considered to be a leave, and the faculty
member's responsibilities to conduct research, advise students, and participate in University and departmental affairs
remain unchanged. This policy is intended to provide sufficient time to f aculty members coping with the demands of

being primary caregiver to an infant or newly adopted child. See Chapter 7.8.3.

13.9 Benefits During Leave

During sabbatical leave, benefits and salary, though not charged to the department, do continue as for other active
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faculty member responsible for making arrangements to pay his or her premiums. If the insurance is to be canceled
during leav e, the Benefits Office should be notified of both cancellation and reinstatement. For paid disability and
parental leaves the University continues to pay those portions of health, dental, life insurance, and disability
insurance for which the faculty memb er is ordinarily eligible. Contributions to retirement accounts are based on

actual salary received from Brown.

For questions concerning benefits while on leave, faculty should contact the Benefits Office or the Office of the Dean

of the Faculty.
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Chapter 14. Leaving the University

14.1 Expirations of Contracts and Terminations

Members of the faculty whose contracts are subject to simple expiration include all "temporary" faculty (see Chapter
4: Academic Responsibilities and Ranks.) At least a month before the appointment of such a faculty member is to
lapse, the department chair should send a PAF to the Dean of the Faculty(or the Dean of Medicine and Biological

Sciences)

Under Faculty Rules, procedures more involved than these need be followed when the contracts of regular members
of the junior faculty are not being renewed. If a department is recommending the termination of employment of
someone who is in the penultimate year of the probationary period, then the procedures for a complete tenure re view
must have already been followed (see Chapter 10), except in those cases where the untenured faculty member has
stated in writing that no tenure review is desired. Another exception to this requirement is allowed for individuals

who were informed, as a condition of their employment, that their positions at the University could not lead to

promotion or tenure, or who were informed as a result of an earlier review that their current contract is the final one.

When final expiration of such contracts is a month away, the chair should send a PAF, properly filled out, to the

Dean of the Faculty (or the Dean of Medicine and Biological Sciences)

14.2 Resignations

When a member of the faculty plans to resign from the University, the department chair should se nd to the Dean of
the Faculty's office (or the office of the Dean of Medicine and Biological Sciences)a copy of the individual's official
letter of resignation, and a PAF to effect this change. The resignation letter will be acknowledged by the Dean of the

Faculty or, where applicable, the Dean of Medicine and Biological Sciences.

The usual date of resignation is June 30 of any given year. Please note that faculty who receive their academic year's
salary in twelve installments are not entitled to pay for the months of July and August, even if their resignations are

effective as late as August 31st.

The Dean of the Faculty or her/his designee will whenever possible interview all regular faculty members who resign

positions at Brown University.
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14.3 Retirement

Faculty who intend to retire from active service should send a letter to the Dean of the Faculty (or the Dean of

Medicine and Biological Sciences)to this effect.

The University has adopted a "Special Retirement Arrangement" (SRA) that provides a retirement benefit to eligible

tenured faculty members. Follow this link for the SRA policy.

14.3.1 Emeritus Status

When a faculty member retires, he or she is customarily given the rank and title of Professor Emeritus or Professor
Emerita. However, not all retiring persons receive that designation. The University policy for determining who shall

be entitled to it is as follows:

e Tenured faculty and faculty at the rank of Full Professor are recommended to the Corporation for the
emerita/emeritus title upon retirement.

e Other faculty may be recommended for such a title, provided that they have served a minimum of fifteen
years service as faculty at Brown University (or equivalent for medical faculty in the community), and are
retiring from the faculty.

e Administrators who have exempt classifications and have served a minimum of fifteen years at Brown
University as administ rators and/or faculty, may be recommended for the emeriti/emeritus title to the
Corporation upon their retirement from Brown University.

e All such recommendations are made by the appropriate senior administrator (Provost, Dean of the Faculty,
Senior Vice President, or Dean of Medicine and Biological Sciences) to the President for his or her approval

and subsequent presentation by the President to the Corporation.

The following applies only to emeritus faculty; it does not refer to emeritus administrators w ithout faculty rank, or to

retiring persons who do not qualify for the emeritus rank.

Emeritus professors remain members of the faculty of Brown University with all the privileges appertaining to that

rank except three:

e They are not longer tenured, if th ey previously were.
e They do not receive pay from the University unless they also hold an adjunct, research, or visiting
appointment.

e They are not voting members of the faculty.
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With regard to the second of these restrictions, if emeritus faculty are to perform services for the University that entitle
them to receive a salary, they will be appointed to an appropriate (usually "adjunct") rank for the period during which

the services are to be performed.

14.4 Retired Faculty and Departmental Affairs

Certain privileges for emeritus faculty as well as certain activities in which they may wish to participate are at the
discretion and under the control of individual departments and divisions. There is at present no standard or
consistent body of policy governing these matters; each department makes its own rules. Nevertheless each
department is required to establish written guidelines governing the policy of the department affecting retired

faculty.

Guidelines developed by the department should deal with matters under departmental control such as: office and
laboratory space; counseling students; teaching; departmental governance; and service on committees. It is not
necessary that emeritus faculty be permitted to share in all these matters, but it is important t hat they be clearly

informed regarding the degree to which the department permits or invites their participation.

Department chairs should keep themselves informed of the status and welfare of emeritus faculty and their surviving
spouses and partners, andnotify the Provost of any particular circumstances where intervention or assistance by the

University's administration might be desirable.

14.4.1 Participation in Departmental Affairs

The involvement of retired faculty in University and departmental aff airs varies considerably across departments
and across the campus. Some retiring faculty, of course, have no desire to participate in departmental or University
affairs. They may move away from the Providence area. They may choose to disassociate themselve entirely from
Brown in favor of independent activities of various sorts, including even accepting a teaching or research position at
another institution. But there are those who wish to maintain a close connection. Their participation in University
and departmental affairs can be beneficial, not only to themselves but also to various aspects of the University's

program of education, research, and community relations.

Because of the informal situation described above, retiring faculty who wish to maintain a connection with their
departments and participate in some of their activities are urged to consult with the department chair well in
advance of their actual retirement and reach agreement then about the nature and degree of their future
participation. T his need not be an overly formal kind of negotiation, but because of the rapid turnover of chairs, it
would not be amiss for certain matters agreed to be spelled out in writing, if only as a means of avoiding future

misunderstanding.
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The following are imp ortant areas of departmental discretion with regard to emeritus faculty.

Office and Laboratory Space

The allocation of office space is a departmental responsibility, and the emeritus professor's needs for space and desire
to retain an office have to be cansidered in relation to the general availability of space in the department. Above all,

the emeritus faculty member should inform the chair before retirement, and each subsequent year, regarding their
expectations for use of an office. It is then the chairs responsibility to consider such an allocation as part of the overall

assignment of space to department members.

The same considerations apply to access to laboratory space and facilities in those departments that maintain
laboratories. The emeritus professor's needs and wishes in this regard must be considered in the light of the ongoing
research program of the department, the nature of the emeritus professor's research, and the availability of laboratory

resources.

Counseling Students

Some departments welcome the assistance of emeritus faculty in counseling students, especially in fields of their
specialties. This may extend to serving on doctoral committees or supervising masters' or senior honors theses.

Usually this is done on an individualized basis, but some emeritus professors keep regular office hours.

Teaching

The most common participation of emeritus faculty in the teaching program is giving occasional guest lectures on
invitation in colleagues' courses. This may extend to taking over a course for a brief period when the regular
instructor must be absent. Emeritus professors also may give informal reading courses to individual students or to
small groups, with or without credit. Because of the constraint against paying emeriti, this type of teaching activity is
voluntary and unpaid; the satisfaction of teaching and having continued contact with students must be themselves
sufficient reward. When retired professors are enlisted to give a regular departmental course, they are norm ally

appointed Adjunct Professor and paid accordingly.

14.5 Other

14.5.1 Computer Policy for Retired Faculty

Permission to use a computer and related peripheral equipment belonging to the University at an off -campus

location may be granted to retiring fac ulty who expect to continue to use such equipment for their research and/or
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other University business. The equipment that is available under this policy is restricted to items to which the faulty
member had exclusive access before retirement, that is, equiment that was not shared with others or was part of an

on-going research project. In cases of disagreement on these matters, the relevant department chair shall decide.

The retiring faculty member at the time of leaving the University's employment shall agree to certain conditions
concerning the (i) ownership, (ii) responsibility for proper use, (iii) security, (iv) repair, and (v) return and disposal

of the computer equipment in question.

For a detailed written statement of this policy, including the a bove conditions, please inquire at the Office of the

Dean of the Faculty, which first promulgated this policy on May 1, 1994.

14.5.2 Access to Retiree Health Insurance

Effective April 1, 2005, Brown University made arrangements for access to group post retirement health insurance for
all retired faculty and staff ages 65 and above and their spouses and/or partners also ages 65 and above. The
University is partnering with Blue Cross Blue Shield of Rhode Island (BCBSRI) andNational Employee Benefit
Compani es (NEBCO) to offer eligible retirees the opportunity to enroll in one of two retiree health programs. Both

programs include prescription drug coverage and are fully retireepaid Follow this link for more information.
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Chapter 15. Academic Priorities Committee (APC)

The Academic Priorities Committee (APC) is responsible for making recommend ations to the President concerning
the general direction of academic programs. APC makes recommendations on the strategic allocations of academic
resources for operational, instructional and research purposes and they review all major academic budgetary
proposals prepared for submission to the University Resources committee. APC reviews proposals to establish
and/or renew departments, centers, programs, and institutes and makes recommendations thereon for approval by
the Faculty and it supervises external reviews of and changes in the status of academic units and make
recommendations thereon. APC also reviews all proposals for new undergraduate concentrations and for new
graduate degree programs. The committee receives reports on appointments to named chars and review policies for
making such appointments, as well as reviews proposals for new university -level joint efforts with other institutions

and make recommendations thereon to the President.

The membership of the Academic Priorities Committee consists of the Provost, the Dean of the Faculty, the Dean of
Medicine and Biological Sciences, the Dean of the College, the Dean of the Graduate School, and the Vice President
for Research the University Librarian, and six tenured faculty members or senior lecturers of broad experience and
scholarly distinction who are expected to serve the general interests of the University. Faculty members serve
staggered three-year terms. Chairs of academic divisions and departments are not eligible for service on the

Committee. The Provost serves as Chair. The ViceChair is a faculty member chosen by the Committee.

The full charge of the committee and its operations are stated in Faculty Rules (Version 7.0, April, 2008; Part 1 Section

2; 1IL.B.)
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Chapter 16. SpaceMaintenance, Renovation, and Allocation

16.1 Alterations, Renovations, and Space Assignments: the Space Committee

The Provost chairs the Space Committee, which meets regularly throughout the year to recommend allocations and
renovations of space in suppoU Uw Ol wUT 1 w4 ODBYI UUDPUaAzUwOPUUPOOWESEWPOUUDUUUDOOE
Provost, the Executive Vice-President for Finance and Administration, the Executive Vice -President for Planning, the
Vice-President for Research, the VicePresident for Campus Life, the Vice-President for Facilities Management, the
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by and subject to approval from the President, the Corporation Facilities and Desig n Committee for design issues, the
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Corporation Real Estate Committee for leases, purchases or sales, and the Corporation Budget and Finance
Committee for the financing of new and renewal space.

Requests regarding space needs come to the Space Committee through cognizance of new academic programs
and/or faculty positions that have been approved or are in planning stages, from academic departments seeking
space renovations, for example for new faaulty, or from senior officers overseeing the academic, administrative, and
campus life areas. Facilities Management manages orgoing maintenance and renovation requests. The Space
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16.2 Maintenance

The Department of Facilities Management supports the teaching and research mission of Brown by ensuring the
planning, design, construction, and operation and maintenance of all University facilities and grounds support needs

are met. In addition, Facilities Management is responsible for:

e Controlling and maintaining of building environments;

e Maintaining grounds and athletic fields;

e Managing safety, statutory and deferred maintenance projects related to University -owned buildings
and systems;

e  Providing support to all University events and ceremonies;

e  Supporting the University's conservation and recycling initiatives.

Maintenance and repair requests made by departments are handled routinely by Facilities Management. Staff are

available 24-hours a day, 365 days a year. You may submit a service rguests online by clicking this link or by
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Chapter 17. The Registrar's Office

The Office of the Registrar is responsible for course registration, course and classroom scheduling, posting of grades,
transcripts and student certifications, tuition charges, final clearance of degree requirements at graduation,
publication of the University Catalogue and Course Announcement, and preparation and release of diplomas for
Commencement.

17.1 New and Revised Courses, Enrollment Limits, Etc.

See Chapter 5: Supervision of the Departmental Curriculum for information on procedures for gaining approval of
new or revised courses from the College Curriculum Council or the Graduate Council.

17.2 Course Registration Procedures

Follow this link for course registration procedures.

17.3 Publications and Course Information

The Department Chair is responsible for updating the department's entries for the Catalogue and Course
Announcement. At the beginning of each publication cycle, copy is sent to each chair along with information about
the deadlines for submitting and review ing revised copy. The Associate Registrar for Course Information is
responsible for managing publications. Late changes to be announced through addenda to the Course
Announcement should be communicated in a memo sent to the Registrar's Office at Box K.

17.4 University -Wide Course Scheduling Principles

Courses are scheduled by semester in two categories: (1) lecturaiscussion courses meeting two or three times per
week, and (2) seminars which meet once a week for an extended period. Recent experience hashown that achieving
greater distribution by time serves the academic process by reducing course time conflicts for students, curbing the
number of courses that must be capped due to room size, and by facilitating a better match of room with the
professor's instructional needs.

17.4.1 Scheduling Lecture -Discussion Courses

Brown's course schedule now offers 13 standard time periods for lecture-discussion courses. Half meet three times
per week for 50 minutes, and half meet twice a week for 80 minutes. Flexibility is introduced by not requiring
departments to use all time slots. Departments with a preference for 80 minute classes meeting twice a week may
make greater use of those times. Departments preferring 50 minute classes may emphasize the MWF times. However,
all departments are expected to make some use of both types inevery semester. The overall goal is to have no more
than 10% of all lecture-discussion courses meeting at any one time.

Chairs are asked to schedule lecturediscussion courses in multiples of 10. Within any set of 10 courses, no time
period may be used more than once. Departments with 10 or fewer lecture-discussion courses in a semester may not
use any time period more than once. A department with 15 lecture -discussion courses must use at least 10 different
time periods and may schedule up to five time per iods twice. A department with 23 lecture -discussion courses must
use at least 10 different time periods and may use three time periods three times each. A department with 32 lecture
discussion courses, must use at least 10 different time periods and may shedule a maximum of four courses at two
time periods.
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17.4.2 Lecture-Discussion Scheduling for Small Departments

The principles outlined above are suitable in most cases, but they allow an inequitable advantage to units offering
fewer than 10 lecture-discussion courses per semester. Hence, there are additional provisions for small departments.
To make scheduling easier, the principles applying to small units have been reduced to the following three points:

e No period may be used more than once.
e At least one course each semester must follow the MWF 56minute pattern.
e Atleast one course in five must begin at 9 AM or before, or at 2 PM or later.

17.4.3 Scheduling Seminar Courses

There are five time periods for seminars meeting once a week for 2 1/2 hours The periods on Monday, Wednesday,
and Friday are from 3-5:20 PM (M, N, and O hours), and the Q seminar time on Thursday meets from 4-6:20. These
times are available to all members of the teaching staff. The P seminar hour from 46:20 on Tuesday may be asigned
to instructors who are not voting members of the faculty since the monthly faculty meeting is held on a Tuesday at
that time. Departments may also schedule seminars in the evenings after 6 PM if they can use space within the
department for the course. Seminars are scheduled in sets of 3. The popular times from 35:20 PM on Monday and
Wednesday (now called M and N hours) may not be repeated unless the third course in each set of 3 is scheduled at
one of the other time periods (O, P, or Q hours or at an approved evening time in departmental space). The goal in
scheduling seminars is that no more than one third of all seminars should be assigned to any one time period.

17.4.4 Using The Schedule Chart

The schedule chartis provided to aid chairs in developing a schedule that is consistent with the principles above. It
does not need to be returned to the Registrar's Office. The Registrais Office will compile a report based on your text
and seek revisions to your schedule if it does not conform to these principles. In preparing your chart, please
remember the following:

e Provide separate totals for lecture-discussion courses and seminar ourses.

e Include 2000-level courses as well as courses numbered 11999.

e Include all University Courses taught by your faculty, even those coded only as UNIV courses which may
not appear with your departmental listing.

e Include all sections and common meetings, but do NOT include labs or conferences.

e Due to the limited number of large classrooms, please take care to distribute courses with more than 80
students across different periods.

e A course which utilizes two standard time periods (e.g., introductory language courses) should be entered
and counted twice, once for each time period used.

e Exceptions must be approved by the Registrar's Office. Since first priority in room assignment is given to
courses at standard times, non standard times should be avoided.

17.4.5 Classroom Assignments and Changes

First priority in classroom assignment is given to courses scheduled at standard times, therefore, non-standard times
should be avoided. Classrooms are assigned on the basis of estimates of expected enrollm& and on the seating
arrangements and equipment needed for instruction. First day enrollment rarely exceeds the capacity of the assigned
room, although the presence of "shoppers" may result in overcrowding. Changes to assignments must be based on
actual enrollment, and thus a larger room cannot be assigned on the basis of unenrolled visitors. If the presence of
visitors results in overcrowding which could impair emergency egress, the instructor should take immediate
corrective action consistent with princi ples established by the Provost and the Fire Marshall. (For example, shoppers
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may have to be asked to leave. If the instructor is willing, he or she may arrange to consult visitors outside of class
about the possibility of entering the course.)

Shifts in enrollment after classes begin may necessitate some room changes, but every effort is made to keep these to
a minimum. Whenever possible, room changes are avoided until enroliments stabilize after the second week of
classes. However, changes on short notie may be necessary to accommodate mobilityimpaired students or
instructors. It is very important for students and faculty with special needs to maintain close communication with the
Registrar's Office regarding course scheduling. Faculty needing special instructional equipment must send their

room requirements in writing to the Registrar's Office by May 1 for fall semester courses and November 30 for spring
semester courses.Follow this link for the classroom request form.

University classrooms are available for course scheduling throughout the day and evening hours. Restricted
classrooms, i.e., those to which a specific department has priority access, should be availabledr scheduling of
courses at least 30 hours per week. For restricted rooms, priority is given to a department as long as its requests are
submitted to the Registrar's Office by the date requested. Remaining times are available to the Registrar's Office for
use by other departments as needed. Projected enroliment for a course should be at least 75% of the room capacity.
The specific pedagogical needs of a course, enrollment size, or the need to accommodate a mobilityimpaired student
or instructor may require that the Registrar's Office override departmental scheduling of restricted classroom space.

17.5 Room Reservations and Classroom Requests

The Assistant to the Registraris the scheduling officer for classroom assignments. If you know in advance that a
course will have particular requirements for equipment or room arrangements, it is important to notify the
scheduling officer in writing several months before the beginning of a new semester.

17.6 On-Line Class Facility

Online class lists for a course are accessible in Banner via faculty SelService to anyone listed as an instructor of the
course. Provisions can be made for a nonrinstructor, e.g. department manager, to view and print class lists for any
course in their department using a reporting application. Departments interested in being set up with access to this

ExxOPEEUDPOOWUT OUCEWEOOUEEOWUT 1T w1l 1T PUUUEUZzZUwWOI | PET 6
17.7 Student Internal Academic Records, Transcripts , And Grades

Student transcripts are available online in Banner to advisors (for Undergraduates: Freshman and Sophomore
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the internal academic records (i.e., internal transcripts) for all undergraduate concentrators and graduate students in

that department. These are to be used in academic advising. It is important for all faculty and staff to understand that

this information is confidential and access to it is protected by Federal law. Any requests for external release of

transcript information should be referred to the Registrar's Office. Outdated records should be shredded or destroyed

and not be discarded in a manner (e.g., recycling them) which might expose such documents to release If you wish,

you may return old records to the Registrar's Office for disposal. Questions about internal academic records or

transcripts may be addressed to the Associate Registrar for Record Maintenance. For questions about grade

submission deadlines or other policies regarding grades, you may call the Grades Office (x31849).
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17.8 Statistics on Enroliment and Degrees

The Office of Institutional Research provides summary information on students, enrollments, courses, and degrees
on its website. These data are updatedannually. You can view these tablesOOwUT 1 woi. | DPET z Uwbl E
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Chapter 18. The University Library and Media Services

18.1 Organization and Administration

The Brown University Library system includes the John D. Rockefeller Jr. Library, the Sciences Library, the Virginia
M. Orwig Music Library, the John Hay Library, the Art Slide Library, the Annmary Brown Memorial, and the Library
Collections Annex. The library also has administrative responsibility for Media Services which provides
technology/equipment support for classrooms and events. The Rockefeller Library serves as the teaching and
research library for the humanities and social sciences; it also houses theadministrative offices, the Center for Digital
Initiatives, and the centralized technical services. The Sciences Library provides an integrated collection for the
physical, biological, and medical sciences. The Susan P. and Richard A. Friedman Study Centeis located on the
lower levels of the Sciences Library. The Virginia M. Orwig Music Library consolidates all of Brown's music

OEUI UPEOUB w371 w) O1T Ow' Eaw+PEVUEVUaAawPUwWUT 1 wOOEEUDPOOWI OUwOOUCwWOT w
collections, and archives. Information about all of the libraries is available at
http://dl.lib.brown.edu/libweb/about/index.php

The John Carter Brown Library , an independent research institution which is not affiliated with the University
Library, specializes in the field of early Americana.

The chief operational officer of the Brown University Library is the Joukowsky Family University Librarian (x3 -2162),
who reports directly to the Provost. The library is organized into several departments covering a range of services
from collection development to digital initiatives to direct user services. Follow this link for a listing of the library
departments and a directory of library staff .

18.2 Advisory and External Relations

18.2.1 Library Advisory Board

The Library Advisory Board serves to advise the University Librarian and other senior officers as appropriate on
resources and priorities with regard to the University Library system. The LAB is an administrative advisory board
recognized and approved by the Brown faculty and is comprised of representatives from the faculty, graduate and
undergraduate students, and University administration.

18.2.2 Library Advisory Council
The Library Advisory Council advises the President and the Corporation on long -term policy and planning issues,

strategic directions, and efficacy of implementation concerning the Uni versity Library and its relationship to the
overall educational mission of the University. Members are appointed by the President.

18.2.3 Friends of the Library

The Friends of the Library brings together over 1,000 book lovers, collectors, Brown alumni, faculty, and students
dedicated to the support and development of the Brown University Library. Follow this link for i nformation about

FOL membership and activities.
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18.3 Cadllections and Services
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Resources Department. Library subject librarians work in collaboration with faculty to acquire and provide access to

materials that meet the research and curricular needs of the University. A list of library subject specialists is available
at http://dl.lib.brown.edu/libweb/about/specialists.php

Follow this link for the collection development poli cy statements for subject areas

Members of the Brown community are invited to place requestsfor new orders.

18.3.2 Locating Library Materials

y OUPET OwUOT 1T w! UOPOwW4ODPYI UUPUAW+DEVUEVAWOOODOT WEEUEOOT OwxUOYDEI
including inf ormation on locations and call numbers, circulation and on -order status, periodical receipt status, and
course reserve lists. Users also can use Josiah to renew books and request itemBollow this link to search Josah.

A list of library services PP UT wOPOOUWUOWEEEDUDOOEOWDOI OUOEUDPOOWPUWEYEDOEEOI

journals.

e Follow this link for subject guides to available electronic resources

e Follow this link for a title listing o f available electronic journals.

The Brown University Library offers a variety of options for obtaining materials from other libraries. The library has
agreements that enable Brown users to search the collections and directly borrow from other libraries in Rhod e
Island, New England, and other Ivies. Consult http://dl.lib.brown.edu/libweb/services/illoptions.php for additional
information.

18.3.3 Supporting Courses and Teaching
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courses. Subject Librarians can assist faculty with content for course web pages, make classroom presentations about
finding and using library resources, and provide research consultations for students to assist with resear ch papers

and develop information fluency skills. Follow this link for additional information about these and other services .

Brown faculty and instructors can place materials on reserve for their EOU U UT UwU U D OOARA (OnlimODEUVUEUa z U
Course Reserve Accesksystem.

18.3.4 Media Services and Classroom Technology

Media Services provides curricular and event support for faculty, staff, and students, i ncluding technology and
training for over 150 classrooms and lecture halls on campus. Members of the Brown community can reserve
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equipment online. The department also offers a variety of loaner equipment for recording video and audio in digital
and analog formats. Follow this link for the full range of services.

18.3.5 Digital Initiatives
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teaching efforts at Brown; digitizing the "signature collections" from Brown's world renowned special collections;

developing databases, programs, and applications to enhance access to and use of these materials; and providing

consulting services for library an d academic units undertaking digital projects. Follow this link for more information

EEOUCOwWUT 1 woOPEUE Uanclubingabdedd o Bigitizedl Cobestipris &nll ¥ listlof faculty projects.
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Chapter 19. Student and Faculty Use of Brown University Computer
Services
The staff of Computing and Information Services work to provide the University with a robust, secure, and enabling

technology environment. This environment is multi -layered, made up of infrastructure, applications, services, and
specialized support. Follow this link for an overview of Brown's Computing services .

19.1 Computing Advisory Board

The Computing Advisory Board serves to advise the Vice President for Computing and Information Services, and
other senior officers as appropriate, on resources and priorities concerning computing and information technology.
The Computing Advisory Board reviews and makes recommendations concerning the University's planning and
implementation of plans for current and proposed computing and information technologies. The Board reviews and
makes recommendations with regard to policies consistent with the goals and objectives of the University for the
proper use of computing resources by faculty, staff, and students; the enhancement of the faculty and student
academic environment through the effective use of computing and communication technology, including
appropriate computing support for teaching and resea rch. The Computing Advisory Board is also a source of input
and feedback regarding matters of administrative computing needs and requirements.

19.2 Department Computer Coordinators (DCC)

Departmental Computing Coordinators (DCCs) provide computer support w ithin many departments on campus.
Usually the DCC has many functions within his/her department, of which computer support is a fraction of their
daily tasks.

CIS encourages departments to appoint a DCC to help provide more individualized support in the de partmental
environments. The purpose of this program is to recognize the important role local Coordinators play and to help
them do their job. The role of a DCC depends upon the skills and specialization of the Coordinator involved, the
needs of the individual department and the time that the appointed Coordinator has available to devote to the task.
A Coordinator might act in one or more of the following capacities:

e Sharing information about campus computing directions, activities and opportunities with other
members of the department.

e Planning or assisting in planning departmental computing directions to meet existing and expected
computing needs.

e Implementing new systems and applications and upgrading existing facilities (e.g., hardware
installation and maintenance, programming, software installation, hardware and software upgrades).

e Training and supporting departmental users (including writing documentation).

e Administering shared systems such as network servers and printers.

Equipment needs for new faculty should be identified early and requested from the Dean of the Faculty (Dean of
Medicine and Biological Sciences) as part of startup costs. Upgrading of existing equipment for faculty is
coordinated through the DCC. The purchase of software and other necessary computing supplies, however, is
expected to come from the Department's operating budget.

Follow this link to learn more about the DCC program.
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193 Ethical Computing

Follow this link for the official policies of Brown University related to computing issues .

The policies have been adopted toensure an equitable, appropriate, and legal use of Brown resources. The Brown
community is therefore responsible for having reviewed the policies listed and for complying with their
requirements. Violation of a computing -related policy may result in disc iplinary action, up to and including
suspension or termination.
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Chapter 20. External Funding for Research and Educational Programs

20.1 The Office of the Vice President for Research

The mission of the Office of the Vice President for Research is toprovide oversight of the research enterprise at
Brown with a goal of promoting and supporting faculty research, ensuring University compliance with Federal and
local policies and regulations, identifying transferable intellectual property, and identifying  potential external and
internal research collaborations.

The Office of the Vice President for Research offers resources to Brown researchers in all academic disciplinesA
major responsibility of the Office is to ensure that University researchers are pro vided with an integrated research
administration and compliance infrastructure and to initiate and facilitate research enterprises. Supporting offices
provide comprehensive services that include pre- and post-award funding support (through the Office of Sp onsored
Projects, located in the Brown Office Building) guidance regarding the ethical and appropriate use of humans and
animals in research (through the Research Protections Officg, and intellectual property protection and
commercialization services (through the Technology Ventures Office).

Follow this link to view updates on research and research support

20.2 The Research Advisory Board

The Research Advisory Board is the faculty advisory committee that counsels the Vice President for Research, and his
executive staff, regarding research policies, procedures, and initiatives. The Research Advisory Board collaborates

and works in unison with several University office s and governing bodies in order to enact the most appropriate and
effective research policies and procedures at all levels. The Board's membership represents the wide range of research
fields throughout the University and meets once a month during the acad emic year.

Follow this link to view t he full charge of the Board.

20.3 Research Administration at Brown

Click here for an online version of the content below.

21.3.1 Office of Sponsored Projects

The Office of Sponsored Projects (OSPprovides assistance to faculty and staff in ensuring that research complies
with institutional and federal standards, beginning with proposal preparation and review, award negotiation, and
extending throughout the performance of the research and into eval uation and reporting of research project results,
expenditures, and intellectual property. OSP is responsible for implementing the policies and procedures of the
University as they apply to sponsored projects as well as assuring compliance with the terms and conditions of
grants and contracts. OSP is the primary link with academic and research units in day-to-day research
administration, e.g., proposal and budget preparation, contract negotiation, post award administration, and
compliance with federal regulations. It also provides access toexternal funding opportunities for research projects.

20.3.2 Research ProtectionsOffice
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