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For the purposes of this document, “faculty” shall be defined as all members of the 
instructional-research staff who hold full-time appointments. This includes non-tenure 
track consecutive-term appointees, and is without regard for the schedule and modality of 
instruction, and is without regard for the geographical location of the instructor. 
Exceptions to this definition are provided where otherwise designated (such as “adjunct,” 
“visiting,” or other modifiers).  
 
The authority of the faculty governing body extends to all academic affairs of the college, 
subject to provisions of The Academic Charter, The Faculty Manual and this Handbook.
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1.35 JMC Council 
 
The Dean shall appoint an advisory council of students representing a broad cross-section 
of constituencies.  Students shall serve one-year terms.  The faculty ordinarily screens J 
Council nominations. 
 
1.36 Student Organizations  
 
1.361 Advisers 
  

It is recommended that no faculty member shall advise a particular student group or 
organization for a period exceeding three consecutive years.  After an interim period of 
one year, a faculty member may again advise that student organization.  Exceptions may 
be approved by vote of the faculty. 
 
1.362 Personal Liability  
  

Individual members and officers of SJMC-related organizations shall not assume 
personal liability in excess of $200 for any organizational activity or program without 
approval of the organization’s adviser and the Dean.  Participation should not place an 
undue burden or responsibility on student members.  Likewise, “deep pockets” should not 
qualify students for leadership. 
 
1.363 Contracts 
 
Officers and other group members are not authorized to sign contracts without the 
approval of their adviser and the Dean.  In cases specified in the Drake Faculty Manual, 
approval is also required from the Vice President for Finance and Administration. 
 
2.  Faculty Hiring Policies 

 
2.11 Affirmative Action 
 
Drake University is an Equal Opportunity employer.  The Human Resources department 
administers this program.   
 
2.12 Recruitment of Faculty   
 
The SJMC follows the University’s Policies and Procedures for Faculty Recruitment. (See 
Faculty Search Guide prepared by the Offices of the Provost and Human Resources.) 
 
The Dean shall appoint the Search Committee chair and members. The committee, with due 
weight given to advice from those expected to work most closely with the new faculty member, 
shall recommend which candidate(s) should be brought to the campus for interviews. In an on-
campus interview, the candidate will usually be asked to present a paper, conduct a seminar, or 
appear in some capacity before SJMC faculty members, selected administrators and at least a 
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The Tenure and Promotion Committee reviews current 
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Recommendations for promotion originate with faculty holding rank of Professor or a 
committee the full professors elect from their membership.  Ideally, this process begins as 
soon as the associate professor is tenured and continues each year until the candidate 
requests consideration for promotion. 
 
Prior to the decision year, the candidate meets with the full professors and presents a 
written promotion plan that includes an analysis of past work and a proposal for future 
projects in teaching, scholarship and service.  The candidate also works with the 
committee to prepare a promotion portfolio. 
 
By Sept. 7 of the academic year in which the faculty member asks to be considered for 
promotion, the Tenure and Promotion Committee Chair verifies with the Dean that the 
faculty member meets time-in-rank prerequisites.  
 
Sept. 15: The candidate submits a vitae, a letter making a case for promotion and 
supporting materials to the Chair.  The full professors will meet with the candidate to 
review the CV and discuss the process, including the need for letters of recommendation 
and potential outside evaluators.  To that end, the candidate will present a list of full 
professors from other institutions.    
 
Oct. 1: The associate professor presents a revised CV and the final portfolio as supporting 
materials to the Chair, who makes them available to committee members.   
 
The curriculum vitae should include the following materials, emphasizing activities since 
the last promotion: 

 
TEACHING 

 Materials outlining success of graduates 

 Demonstration of innovative teaching approaches 

 List of new courses developed 

 List of outreach teaching, e.g., off-campus and Web courses 

 Special recognition for teaching/advising 
 
PROFESSIONAL AND SCHOLARLY ACTIVITIES 

 List of memberships and offices held 

 Dates and details of participation in meetings 

 List of written and/or video contributions: Books, journals, popular and trade 
media, book reviews 

 Computer instruction, software and Web development materials 

 Performances, exhibits and shows 

 Scholarly/creative presentations and speeches 
 
SERVICE 

 Work on SJMC, Drake, community and national committees, boards and 
advisory groups  
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2.4 Research Grant Application Process 
 
At the beginning of each academic year the Dean will publish the amount of funds 
available for scholarly/creative and professional activities.  These funds can support 
student research assistants, research-related books and periodicals, appropriate hardware 
and software, travel to research sites, and other materials and means.   
 
The Tenure and Promotion Committee helps the Dean assess applications and encourages 
presentation and publication of the results.   
 
Faculty should attach a current vita to their two-page proposals.  Proposals include the 
focus of the work, rationale for how this will advance the faculty member’s contribution 
to the field, a budget not to exceed SJMC’s adjunct pay rate, timetable and appropriate 
supporting materials. 
 
Proposals are due Oct. 15 for the period ending Sept. 15 of the following year.  The Dean 
will strive to fund opportunities that arrive unexpectedly after Oct. 15.   
 
2.41 Faculty Development Course Release Program 
 
The SJMC Faculty Development Course Release Program is designed to encourage 
professional, scholarly and creative activity by allowing faculty release time from 
teaching to work on approved projects. The program funds one course release for one 
faculty member each academic year.  
 
Faculty should submit proposals that include a current vita; a thorough description of the 
scholarly, professional or creative activity to be pursued; the strategy and methods to be 
employed; the proposed outcomes, and an explanation of how the project will contribute 
to the faculty member’s professional development and teaching effectiveness and to the 
University’s and School’s missions. Faculty are also encouraged to explore University 
faculty development assistance, such as research grants and work-study assistance. 
Faculty who receive a course release under this program are required to present the 
results during a faculty meeting in the semester following the release.  
 
The Tenure and Promotion Committee helps the Dean assess applications and encourages 
presentation and publication of the results.  Preference will be given to non-tenured 
faculty on the tenure track.  
 
Proposals are due Jan. 30 for the fall semester and Sept. 30 for the spring semester. 
 
3. Policies and Procedures 
 

3.1 Curriculum Changes 
 
3.11 Proposals to Change the Curriculum 
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3.3 Policy on Faculty Participation in Budget Matters 
 
The faculty of the School of Journalism and Mass Communication shall receive from the 
Dean financial information to permit the faculty to participate knowledgeably in the 
financial affairs of the School, with the exception of salaries. 
 
3.4 Policy in Regard to Work Orders and Other Budget Requests 
 
3.41 Work Orders 
 
Requests for facility services, for moving of material shall emanate from the office of the 
Dean. 
 
3.42  Purchasing and Expense Reimbursement 
 
All purchases must be approved beforehand and coordinated through the office of the Dean.  All 
travel must be approved by the Dean before any funds are authorized.  Travel arrangements must 
be coordinated with the office of the Dean.  Procedures must be consistent with University 
expense and reimbursement policy. 
 
3.5 Attendance 
 
3.51 University Policy 
 

The University expects students to attend all classes and to be punctual in doing so. They 
are also expected to complete all assignments for classes they missed.  The individual 
instructor may set specific requirements in reference to attendance, but these 
requirements should be clearly and fully stated to each class at the beginning of the term. 
 
3.52 Make Up Work 
 

Faculty members are urged to provide an opportunity for students to make up work 
missed as a result of legitimate absences, including observances of religious holidays. 
 
3.53 Syllabi Notification 
 
It is recommended that the School’s faculty include in course syllabi and in comments on 
the opening days of classes clear statements of attendance policies. 
 
3.531 Grade Reduction and Attendance 
 
In such statements, it should be noted that excessive absences, as determined by the 
instructor, are sufficient cause for reduction of a grade in a class. 
 
3.532 Grade Reduction Guidelines 
 



SJMC Handbook  12/4/23  18  





SJMC Handbook  12/4/23  20  

    

remotely, and how the remote work will contribute to the faculty member’s professional 
development and teaching effectiveness, and to the University’s and School’s missions. 
Permission to work remotely is conditioned on approval of the Dean, the SJMC Tenure and 
Promotion Committee and the Provost. Any remote work arrangement resulting in out-of-state 
work must comply with the University policy, including the review and approval process 
contained therein. The SJMC Dean retains the authority to revoke or revise any remote-work 
agreement at any time in consultation with the Tenure and Promotion Committee. 
 
Faculty who work remotely enjoy all the rights and responsibilities of similarly situated faculty, 
including the right to tenure and promotion under the same criteria used for other full-time 
faculty. A written agreement will specify work expectations, duration of the remote work 
arrangement and how often the arrangement will be reviewed.  
 
4. Amendments 
 
4.1 Faculty Handbook Amendments 
 
The faculty may, from time to time, amend or supplement this handbook by a two-thirds 
vote.  However, written notice should be given at least five schools days in advance of 
the meeting at which changes or additions are to be considered. 
 
Revisions and Updates: 
 
Rev. May 5,
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Rev. Dec. 5, 2003, clarify Sect. 2.2 
Rev. Oct. 3, 2003, add sentence to Sect. 1.33 
Rev. April 8, 2002, add Sect. 1.362 
Rev. April 5, 2002, add Sect. 3.23 
Rev. March 11, 2002, add Sect. 3.8 

Rev. March 2, 2001 
Rev. Oct. 29, 1993 
 
 
 

 


