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DEPARTMENT PERSONNEL COMMITTEE (DPC)

PROCEDURE
Approved on 2/17/12 (amended 1/23/15) pending OVCAA/UHPA
approval

X!l. DEPARTMENT PERSONNEL COMMITTEE
A. Function

To carry out the policies of the Department of Art and Art History with
regard to personnel matters:

1. To review recommendations of Search Committees and to make
recommendations to the Department Chair (DC) for all appointments of
faculty, graduate assistants and teaching lecturers.

2. To review and recommend such personnel actions as: contract renewals,
promotions, granting of tenure, severance, extensions of probationary
periods, and applications for the lecturer pool and graduate assistantships.

B. Composition of the Committee

1. The Department Personnel Committee (DPC) shall consist of seven
tenured faculty who are 100% FTE in the Department of Art and Art
History.

2. The DPC must include a minimum of one member from Art History and
one from Studio Art.

3. Inthe event that there are not seven full-time tenured faculty members
eligible to serve, the committee will then be made up of the maximum
number eligible. If the resulting number is fewer than five (5), the Dean may
constitute a DPC in consultation with the DC. This ad hoc DPC will be made
up of all UH-Manoa tenured Faculty Members with an appointment of .25
FTE or greater in the department, and additional tenured Faculty Members
from related disciplines.

C. Eligibility for Office

1. Faculty members who will be under consideration for personnel action,
on sabbatical or on leave without pay are not eligible to serve on the
Committee.

2. Faculty members who have served on the Committee two consecutive
years or more may elect to go fallow for a period of one year.

3. If afaculty member who has been elected to the DPC goes on
unexpected sabbatical leave or leave without pay, he/she will be replaced
by the next alternate receiving the most votes. Replacements shall serve
for the entire academic year.
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D. Term of Office

1. DPC members shall be elected for one academic year. The runners-up
shall be designated alternates.

2. Term of Office begins on July 1 and terminates on June 30 of each year.

3. Amember may request to be excused from the DPC in cases of physical
or mental health impairment or other personal emergency, or appointment
to another or higher administrative role/committee which would create a
conflict of interest.

E. Procedure for Elections for the Department Personnel Committee

1. No later than the 15th of April of each academic year, an elections
committee appointed by the DC will determine which individuals are
eligible for election and which are eligible to vote.

2. Rosters of eligible candidates and eligible voters will be distributed for
verification. DPC members will receive in their mailboxes a roster (with
stated deadline) on which they may declare their eligibility to "go fallow" in
the next academic year.

3. Ballots will be prepared by the elections committee from the rosters as
corrected, voting will be completed and results announced no later than the
final class week of the spring semester.

F. DPC Membership Election

1. All tenure track faculty and lecturers at rank C with seven or more years
of employment in this department shall be eligible to vote for DPC
membership.

2. The seven faculty members with the most votes will make up the DPC. In
the event there is no representation from either Art History or Studio Art,
the faculty member receiving the fewest number of votes will

be replaced by the faculty member who received the largest number of
votes in the unrepresented discipline. In the event that there is no eligible
faculty member in the unrepresented discipline the Dean in consultation
with the DC will solicit a representative from a related discipline.

The two faculty members receiving the next largest number of votes shall
serve as alternates. If there is any tie vote, a second vote shall be taken,
using the names of those tied as nominees to determine who shall serve on
the Committee or as an alternate. If subsequently there arises a need for a
further alternate, a special election will be held.

3. The Department is not obligated to seek the votes of faculty members
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who are absent from campus. It is the absent member's responsibility to
keep informed and to vote at the time of balloting. In those cases, ballots
may be submitted to the elections committee via mail, email or fax in
accordance with the deadline.

4. The duly constituted DPC for the following academic year is composed
no later than the end of the prior Spring semester. At the first meeting of
the new DPC, a chair and secretary are elected by the Committee from
within its ranks.

G. Procedural Guidelines for Personnel Actions

1. Access to Personnel Considerations

The Department of Art and Art History faculty will be kept informed, in
writing, of issues before the DPC. The information will include:

a. Faculty up for normal personnel considerations, and extraordinary cases
for personnel consideration and guidelines thereof.

b. Instructions and guidelines for initiating application for personnel
considerations

c. Deadlines and procedures for applications
d. Abbreviated minutes of DPC activities for the year
2.Voting

a. The DPC votes by secret ballot on issues of hiring, contract renewal,
promotion and tenure.

b. Only faculty members of equal or higher rank are eligible to vote on
applications for promotions.

¢. The DPC operates in a manner of confidentiality for all personnel
decisions, and makes its independent recommendations to the DC. DC shall
not take part in DPC deliberations regarding matters of tenure and
promotion.

d. Abstentions are only allowed for votes pertaining to personnel searches
if a DPC member was absent due to approved professional travel or
personal emergency during a candidate’s presentation or interview.

e. Abstentions are not allowed for Tenure/Promotion votes.

3. Instructors, Teaching Lecturers and Graduate Assistants

The DPC reviews applications and determines admission to the lecturer
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pool. When possible, the program to which the application pertains should
review the application and submit a recommendation. Lecturers' names are
to remain in the lecturer pool for a minimum of three years. After six
semesters, if a lecturer has not taught a course for which they were
admitted, his/her name will be removed from that pool.

4. Contract Renewal

a. DC shall notify the Contract Renewal applicant by Oct. 1 in a letter that
he/she is under review. Inthe same letter, DC will request up-to-date
curriculum vitae, current course syllabi, and a narrative that outlines the
applicant's research, teaching and service activities.

Applicant should submit these documents to DC by October 15.

b. Neither anonymous nor unsolicited material shall be considered by the
DPC.

c. The applicant may provide a list of dates not suitable for classroom
visitation. All members of the DPC and DC should visit at least one class
session for a minimum of 45 continual minutes for each individual under
personnel consideration and complete the departmental class visitation
form.

d. The DPC makes an assessment of the applicant's performance in
teaching, research and service based exclusively upon the submitted CV,
student course evaluations (CAFE), class visitations, and evidence of
university and community service. The committee's vote and written
recommendation are then transmitted to the DC.

e. After formulating an independent assessment and recommendation, the
DC, with the chair of the DPC present, will inform the applicant of the
decisions of the DPC and DC. The DC will show the applicant copies of the
DPC and DC recommendations. The DC will then forward the
recommendations to the Dean.

6. Tenure and Promotion

a. At the end of the spring semester, faculty eligible for promotion and/or
tenure in the following academic year may obtain a packet containing
departmental criteria, application procedures, and an approximate
calendar with deadlines.

b. Approximately one month prior to application due date, T/P applicants
should submit to the Department Secretary a “List of Courses Taught” for
verification, as required by Part l11.D. of the T/P application.

c. Neither anonymous nor unsolicited material shall be considered by the
DPC.
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d. Solicitation of external evaluators should occur in the spring semester
prior to the submission of T/P application. Evaluators must be at or above
the rank aspired to by the applicant, and must not include anyone who may
not be able to submit an objective evaluation due to her/his relationship
with the applicant (such as thesis/dissertation chair, project collaborator,
etc.). Unless there are mitigating circumstances, the external evaluators
should be at peer research universities. An explanation of the mitigating
circumstances should be included in the DPC recommendation.

A minimum of four letters should be obtained, of which at least 50% should
be from the DPC's list. The DPC will request from each applicant a list of
names of potential external evaluators. The DPC will compose a separate
list. The DPC list should be sufficiently extensive to insure a minimum of
50% representation of external evaluators.

No later than July 1, applicants shall submit to the DC all material for
external reviewers. The material should be submitted on a CD/DVD or
flashdrive, and consist of a research statement, CV/bibliography and
research samples. The research statement and CV/bibliography should be
formatted as a PDF.

Studio faculty research samples should consist of 20 examples of her/his
creative work since hire accompanied by an annotated inventory list.
Digital images should be formatted as jpeg or PDF. Jpegs should be no
smaller than 1920 pixels on the longer side, at 72 ppi no larger than 3 MB.
Time- or Web-Based Work, Video, Sound, and Animation can be submitted
as Mac OS X compatible MOV, MPG, MP4, WMV, or AVI formats. Provide
URLs for web-based works. Also provide concise printed instructions for
viewing/listening to time-based or web-based work. Time-based work
should be limited to 10 minutes.

Art History Faculty research samples should consist of selected
publications since hire. Documents should be formatted as a PDF with a
table of contents on the first page and each item bookmarked.

The DPC will have the responsibility of directly communicating with
external evaluators. Along with their evaluations on their department
letterhead, each evaluator will be asked to furnish their current CV, their
affiliation or title at their institution. The names of the evaluators and their
assessments shall not be disclosed to the applicant. External evaluators
letters included in the dossier will be distinguished as being from the
applicant’s or the DPC’s list.

The DPC provides each evaluator material relevant to the applicants’
research (narrative, CV, publications and/or documentation of creative
work).

e. The applicant may provide a list of dates most appropriate for classroom
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visitation. All members of the DPC and DC should visit at least one class
session for each individual under personnel consideration and complete the
departmental class visitation form. These forms will be made available to
applicants after DPC and DC recommendations are made, and prior to the
receipt of recommendations by the College Dean.

f. The DPC makes an assessment of the applicant's performance in
teaching, research and service based exclusively upon the submitted
dossier, curriculum vitae, documentation and evidence of research, internal
and external peer evaluations, class visitations, and evidence of university
and community service. The committee's vote and written
recommendation are then transmitted to the DC.

g. After formulating an independent assessment and recommendation, the
DC, with the chair of the DPC present, will inform the applicant of the
decisions of the DPC and DC. The DC will show the applicant copies of the
DPC and DC recommendations, and will inform the applicant of the
possible recourse in the event of a negative recommendation. Unless the
application is withdrawn, the DC will then forward the recommendations to
the Dean of Arts and Humanities.

7.Sources and Use of Personnel Data

Information pertinent to promotion and tenure applications is generated in
standard ways: curriculum vitae, evidence of research and publication,
internal and external peer evaluations, letters of recommendation,
evidence of university and community service, and such other sources as
may prove helpful. The applicant does not have access to external peer
evaluations as determined by union contract.

Letters solicited by the applicant should be sent directly to the applicant. In
cases where letters are sent to the DPC or DC, they will be given to the
applicant. The applicant will determine whether or not to incorporate them
in his or her dossier.

H. Department Chair Recommendation Procedure (see Department Chair
Recommendation Procedure)

I. Amendments to Department Personnel Committee Procedures

1. This document should be reviewed at minimum every five years.

2. Amendments to this document can take place only by a majority vote of
the voting full-time faculty and C level lecturers with seven of more years

of employment at the Department of Art and Art History in a duly
constituted faculty meeting.

Approved by

UNIVERSITY OF HAWAI'Il AT MANOA, DEPARTMENT OF ART AND ART HISTORY / Page 7



Manoa Chancellor’s Office Date

University of Hawai'i Professional Assembly Date
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VI.

DEPARTMENT PERSONNEL COMMITTEE ELECTION
PROCEDURES

On or before April 15, Department Chair (DC) reminds Elections
Committee (EC) to implement DPC Elections.

In accordance with the DPC Policies, EC determines which faculty
members are eligible for election and which are eligible to vote.

EC, in consultation with department secretary, prepares rosters of a)
faculty members eligible for DPC membership and b) faculty eligible to
vote. EC distributes roster “a” to faculty members to solicit information on
upcoming sabbatical, leaves and personnel action, in the following
academic year.

EC, in consultation with department secretary, solicits current eligible DPC
members’ interest to go fallow for the next academic year.

EC, with assistance from department secretary, prepares ballots as
corrected. Voting will be completed and results announced no later than
the last day of instruction of the Spring semester.

New DPC shall meet to elect DPC Chair for the next academic year. This is
for the purpose of unanticipated personnel decisions during summer break.
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TENURE-TRACK FACULTY

SEARCH PROCEDURES
Approved by Department on November 29, 2007

I. Formulation of Job Posting
. DC shall solicit program area/s and/or affiliated program area faculty to
write a first draft of the job posting to reflect the specific needs of the

program/s.

. DPC and DC will separately review job posting and offer feedback, paying
attention on the impact of this search to the whole of the department.

. DC shall consult with the Dean, College Fiscal Officer and EEOE/AA Officer
to finalize job posting. When possible, the DC shall inform affiliated
program faculty and DPC prior to submitting the resulting job posting for
advertisement.

. DC shall forward final job posting to all tenured and tenure-track faculty,
and Graduate Art Council (GAC) president.

All tenured and tenure-track faculty shall contribute to disseminating the
job posting with the goal of reaching the strongest potential applicants.

Il. Function of Search Committee
A. ALL committee members shall review ALL applications.

B. Search Committee members shall meet to discuss and vote on a long list
(comprised of 5 to 10 applicants) to interview.

C. Search Committee Chair shall request academic transcripts from all
candidates on the long list. (Copies are acceptable at this stage. Original is
needed from the final candidate.)

D. Search Committee shall draft interview questions.

E. Whenever possible, phone and in-person meetings shouid be conducted
with a minimum of two department representatives.

F. Interviewees shall report interview outcome to the entire Search
Committee.

G. Immediately after first interviews, the Search Committee shall meet to
discuss and vote on a shortlist comprised of 3 ranked finalists.

H. Search Committee Chair shall communicate the outcome of the vote to

the DC, along with a brief written summary of the finalists’ qualifications,
identifying how each meets the MQs and DQs.
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I. Once the shortlist and number of on-campus interviews is approved by
the Dean, the Search Committee Chair or assigned member shall organize
the on-campus visit.

J. All Search Committee members are expected to take part in the
presentations and interviews of each finalist.

ill. Function of DC

A. The DC shall appoint the Search Committee to include the most
qualified faculty members in area/s most relevant to the advertised
position.

B. Once the Search Committee determines a prioritized shortlist of 3
ranked candidates, the DC shall inform the DPC Chair.

C. The DC shall review the selection procedure and the shortlisted
candidates’ CVs to confirm that all finalists meet the MQs and adequately
meet the DQs.

D. The DC submits a written request to the Dean to initiate on-campus
interviews based upon the Search Committee, the DPC and the DC's
recommendations.

E. Once the Dean approves initiating the on-campus interviews, the DC
shall make public the finalists’ names (along with their CVs, teaching
philosophies, artist statements) and interview schedules to department
faculty and graduate students. DC should withhold by redaction the
applicants’ contact information and personal data from public
dissemination.

F. The DC shall provide detailed instructions to the Search Committee on
the procedure in organizing the finalists’ on-campus visits.

G. The DC shall implement a faculty and graduate student sign-in sheet at
the finalists’ presentations.

H. The DC is expected to attend presentations and conduct on-campus
interviews of all finalists. ’

I. The DC should inform the faculty and graduate students that written
feedback concerning the applicants will be accepted by the DPC and DC via
email until 8 hours from the end of the interview process of the last
candidate.

J. The DC shall forward the DPC's recommendation along with her/his own
to the Dean.
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IV. Function of the DPC

A. Once the Search Committee determines a prioritized shortlist of 3
ranked candidates, the DPC shall review the shortlisted candidates’ CVs.

B. The DPC Chair shall call a DPC meeting with the Search Committee
Chair (or representative) to discuss how the finalists meet the MQs and
adequately meet the DQs.

C. The DPC submits a written recommendation of the shortlist to the DC.

D. The DPC formulates a set of interview questions.

E. AllDPC members are expected to take part in the presentation and
interview of each finalist.

F. Immediately following the end of the on-campus interviews, the DPC

shall meet to discuss and vote on ranking the finalists. The DPC Chair shall
submit a written recommendation of ranking the finalists to the DC.
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TENURE-TRACK FACULTY

PERSONNEL CRITERIA : CONTRACT RENEWAL
Approved by Department on September 24, 2010

The following criteria are offered as a guide to assist in evaluating a
candidate's qualifications within the various categories.

I. Teaching

A. The effectiveness of teaching will be judged on:

1. active and thorough knowledge of the candidate’s specialization

2. ability to verbally communicate the knowledge of the candidate’s field of
specialization

3. organization and presentation of instructional materials

4. quality of student production (material submitted by applicant, class
exhibitions, class visitations by DC and DPC members)

5. ability to critically evaluate student production

6. managerial responsibility with regard to supplies, equipment and
environment

7. participation in activities that support instruction such as curriculum
planning, advising students, and development of instructional resources.

B. These will be gauged by Committee review and assessment of:
CAFE forms from first semester of hire

syllabi and examinations

classroom instructions

honors theses and Masters theses supervised by the candidate
for studio faculty: examples of student work

LR

Il. Research

shall indicate: evidence of promise (Assistant Professor); evidence of
promise being progressively fulfilled (Associate Professor); or evidence of
fulfillment of promise and exploration into further realms of endeavor (full
Professor).

A. Evidence of Scholarly Research by Art Historians chiefly through:
Publications

Lectures and Presentations of Papers

Curatorial Work

Research Awards, Prizes, and Fellowships

Other forms of research and/or creative endeavors

nwpLONOR

B. Evidence of Creative Endeavors by Studio Artists chiefly through:
1 Exhibitions

2. Lectures, Presented Papers, Publications-

3 Commissions, Consultation, Design, Curatorial projects
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4, Awards, Prizes, and Fellowships
5. Other forms of creative and/or research endeavors

The applicant will provide a Statement of Endeavors that outlines the
applicant's research, teaching and service activities since hire, an up-to-
date curriculum vitae/bibliography, and the most recent syllabus for each
course taught since hire. Since there are no overriding conventions
regarding the listing of authors as indicators of contribution, applicants
shall indicate the percentage of contribution for co-authored publications
in her/his CV/bibliography.

In addition, studio faculty should submit a portfolio on a CD/DVD or
flashdrive with 20 examples of her/his creative work since hire. Digital
images should be formatted as jpeg or PDF. Jpegs should be no smaller than
1920 pixels on the longer side, at 72 ppi no larger than 3 MB. Time- or Web-
Based Work, Video, Sound, and Animation can be submitted as MOV, MPG,
MP4, WMV, or AVI formats. Provide URLs for web-based works. Also
provide concise printed instructions for viewing/listening to time-based or
web-based work. Time-based work should be limited to 10 minutes in total.
Portfolios should be accompanied by an annotated inventory list.

The assessment of the above evidence of scholarly and creative endeavors
will be conducted by the DPC. The evaluation will be guided by questions
of significance as evidenced by peer recognition and/or review and
quantity, that is, has the work made a substantive contribution to the field,
and, is there a sufficient body of work appropriate to the rank or position
sought by the candidate. The DPC will make its assessment independent of
any previous DPC review.

In general, published work is more significant than lectures or papers
presented. Among publications books are more significant than articles,
articles more significant than book reviews. Such factors as peer review,
type of publisher or meeting for which work has been done, reviews of
published works, or the extent of involvement in curatorial work may all be
considered as indicators of the significance of the research activities.

In general, for studio artists, international exhibitions are more important
than national, national more important than regional. Published reviews of
the exhibitions are helpful indicators of the significance of the work.
Commissions may reflect the recognition of an individual's artistic
productions.

I1l. Service

The candidate for contract renewal will be assessed on how s/he has
adequately carried out responsibilities in the area in which s/he was initially
appointed, whether the Department, College or campus have been
strengthened by her/his presence; whether s/he has demonstrated a
cooperative attitude and compatibility with faculty and students.
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