DEPARTMENT OF HISTORY
Departmental and Faculty Handbook

Siena College is a learning community advancing the ideals of a

liberal arts education, rooted in its identity as a Franciscan and

Catholic institution.

As a learning community, Siena is committed to a student-centered education

emphasizing dynamic faculty-student interaction. Through a blending

of liberal arts and professional education, Siena College provides experiences

and courses of study instilling the values and knowledge to lead a compassionate,

reflective, and productive life of service and leadership.

Siena College

As a liberal arts college, Siena fosters the rigorous intellectual development

of its students through a healthy exchange of ideas both inside and outside

the classroom. It provides opportunities to develop critical and creative

thinking; to make reasoned and informed judgments; to appreciate cultural

diversity; to deepen aesthetic sensibility and to enhance written and oral communication

skills. It develops in each individual an appreciation for the richness

of exploring knowledge from a variety of perspectives and disciplines.

As a Franciscan community, Siena strives to embody the vision and values

of St. Francis of Assisi: faith in a personal and provident God, reverence

for all creation, affirmation of the unique worth of each person, delight in

diversity, appreciation for beauty, service with the poor and marginalized, a

community where members work together in friendship and respect, and

commitment to building a world that is more just, peaceable, and humane.

As a Catholic college, Siena seeks to advance not only the intellectual

growth of its students, but their spiritual, religious and ethical formation as

well. To this end, Siena is composed of and in dialogue with people from different

religious and cultural traditions; fosters a critical appreciation of the

Catholic intellectual heritage in conversation with contemporary experience;

provides ample opportunities for worship and service; explores the moral

dimensions of decision-making in business and the professions; and affirms the

dignity of the individual while pursuing the common good.
                                                                                Siena College, Mission Statement, 9/07
The mission of the School of Liberal Arts is to create a dynamic learning community, rooted in the ideals of our Franciscan and Catholic tradition, in which students, faculty, and staff work together to explore the intellectual, spiritual, and aesthetic dimensions of a humane and responsible world. We accomplish this through academically rigorous programs in the humanities, social sciences and the arts.  Students and faculty engage in active teaching and learning to develop critical and creative thinking, informed and reasoned judgment, a diversity of intellectual and cultural perspectives, clear writing, and effective communication. At the heart of our mission lies primary responsibility for the Liberal Arts Core, on which the education of all Siena students is based.  The School of Liberal Arts commits itself to ensuring the excellence of all of its courses and to outstanding student and administrative services. We encourage each individual to reach his or her highest potential, as we work together with respect, with friendship, and with joy.  
                                                                  School of Liberal Arts, Mission Statement, 6/09
The primary goal of the History Department is to introduce students to the complexity and diversity of the human past.  The discipline of history trains students to do research and to analyze, synthesize, and critically evaluate evidence and ideas. This is accomplished through a History curriculum that promotes inquisitiveness, critical thinking, and clear communication achieved by interaction between faculty and students.  The department has two primary aims: 1) to provide a major that will help prepare students for entrance into graduate school and the professions of law, government, foreign service, teaching, and business; and 2) instill in students the value of knowledge not only to comprehend their world but also to take an active role in shaping a positive future.

                                                                       History Department, Mission Statement, 5/07

Learning Goals of Siena College

As a learning community and liberal arts college grounded in its Franciscan and Catholic heritage, Siena affirms the following learning goals:
Goal 1.  Informed reasoning (Reason)

Students will think critically and creatively to make reasoned and informed judgments. Through engagement with contemporary and enduring questions of human concern, students will solve problems in ways that reflect the integration of knowledge across general and specialized studies, and they will demonstrate competence in information literacy and independent research.  

Goal 2. Effective communication (Rhetoric)

Students will read a variety of texts with comprehension and critical involvement, write effectively for a variety of purposes and audiences, speak knowledgably, and listen with discernment and empathy. 

Goal 3. Meaningful reflection (Reflection)

Students will comprehend that learning is a life-long process and that personal growth, marked by concern and care for others, is enhanced by intellectual and spiritual exploration.

Goal 4. Regard for human solidarity and diversity (Regard)

Students will affirm the unity of the human family, uphold the dignity of individuals, and delight in diversity.  They will demonstrate intercultural knowledge and respect. 

Goal 5. Reverence for creation (Reverence)

Students will demonstrate a reverence for creation.  They will develop a worldview that recognizes the benefits of sustaining our natural and social worlds. 

Goal 6. Moral responsibility (Responsibility)

Students will commit to building a world that is more just, peaceable, and humane.  They will lead through service.  

                                                                                                    Board of Instruction, 11/08

Learning Goals of the School of Liberal Arts

Upon completion of a course of study within the School of Liberal Arts, each graduate will be able to:

1.  Apply evaluative thinking skills to investigate the complexities of the human past 
     and its connections to artistic, ethical, sociopolitical, moral, and spiritual dimensions 
     of contemporary life.

2. Use analytical problem-solving skills and appropriate theoretical and methodological 
    approaches.

3. Utilize effective oral, written, and artistic communication relevant to academic 
    disciplines.

4. Exhibit mastery of appropriate technologies and information literacy competencies in 
    academic pursuits.

5. Demonstrate civic, social, and personal responsibility in support of a more peaceful, 
    just, and humane world.

6. Demonstrate an awareness of Franciscan and Catholic intellectual, spiritual, and 
    aesthetic traditions.

7. Develop a perspective that recognizes diversity within and among cultures.
                                                                                              School of Liberal Arts, 6/09

Learning Goals of the History Department
  Upon the completion of courses offered by the History Department, all students   

  will be able to:
1. Distinguish between primary and secondary sources as understood by historians.
2. Articulate and critique the significant points in scholarly historical books and articles.
3. Demonstrate competence in research skills.

4. Experience, compare, and contrast diverse cultures and viewpoints in the histories of various peoples.
5. Locate all the world’s continents and oceans on a map as well as most of the world’s nations and important topographical features.

                                                                                        History Department, 10/09

Academic Freedom
(From the Siena College Faculty Handbook, pp. II-9-10)

Siena College subscribes to the following 1940 American Association of University

Professors Statement of Principles on Academic Freedom and Tenure with 1970

Interpretive Comments of the AAUP:
"The purpose of this statement is to promote public understanding and support of academic freedom and tenure and agreement upon procedures to ensure them in colleges and universities. Institutions of higher education are conducted for the common good and not to further the interest of either the individual teacher or the institution as a whole. The common good depends upon the free search for truth and its free exposition."
"Academic freedom is essential to these purposes and applies to both teaching and research. Freedom in research is fundamental to the advancement of truth. Academic freedom in its teaching aspect is fundamental for the protection of the rights of the teacher in teaching and of the student to freedom in learning. It carries with it duties correlative with rights."

"Tenure is a means to certain ends; specifically, (1) freedom of teaching and research and of extramural activities; and (2) a sufficient degree of economic security to make the profession attractive to men and women of ability. Freedom and economic security, hence, tenure, are indispensable to the success of an institution in fulfilling its obligations to its students and to society."

"ACADEMIC FREEDOM

a. Teachers are entitled to full freedom in research and in the publication of the

results, subject to the adequate performance of their other academic duties; but

research for pecuniary return should be based upon an understanding with the

authorities of the institution.
b. Teachers are entitled to freedom in the classroom in discussing their subject,

but they should be careful not to introduce into their teaching controversial

matter which has no relation to their subject. Limitations of academic freedom

because of religious or other aims of the institution should be clearly stated in

writing at the time of the appointment.

c.  College and university teachers are citizens, members of a learned profession,

and officers of an educational institution. When they speak or write as citizens,

they should be free from institutional censorship or discipline, but their special

position in the community imposes special obligations. As scholars and

educational officers, they should remember that the public may judge their

profession and their institution by their utterances. Hence they should at all

times be accurate, should exercise appropriate restraint, should show respect

for the opinions of others, and should make every effort to indicate that they

are not speaking for the institution."
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I. The Major
There are two tracks for graduation, a history degree and history degree with education certification.  Both majors require 39 hours.  No more than 39 hours in history designated courses (HIST) may count toward graduation.  However, up to 9 hours of HIST courses can count as electives toward the 120 total hours needed to graduate.   Students cannot make less than C- in their major.  A History course may be repeated or another course taken in its stead if less than C- is made.  A student must have a minimum of 2.0 in the major to graduate.  At least half of the 39 hours for the major must be taken at Siena.  A suggested sequence of courses for History major and History Education is found in Appendix A and B.
A. Transfer and AP Credit
Approval of the courses for transfer is finalized in the Arts office where a Transfer Credit Permission Form is completed.  Any course that is numbered 300 or above must be taken at a four-year institution.  

High school students who score 4 or 5 on Advanced Placement test in Modern Europe or American history receive School of Liberal Arts elective credit that applies to the 120 hours necessary to graduate.  Credit is not granted toward the 39 hours required for the major.

B. CLEP Exams
       Where CLEP exams are available, the college permits credit for equivalent 

        courses.

C. Requirements of the History major
6 hours of a foreign language (all hours must be in the same language).    

   American Sign Language does not fulfill this requirement

Hist 101 Shaping of the Contemporary World or Hist 190

Hist 110 History Outside the Classroom (0 credit hours) (beginning fall 2008)
Hist 201 West and the World I

Hist 202 West and the World II

Hist 203 American History I

Hist 204 American History II

6 hours of European History (300 level or above)

6 hours of non-European/non-U.S. history (Asia, Africa, Latin American, 
   Middle East; 300 level or above)

Hist 497 (old Hist 290) Proseminar optimally taken the semester before Hist 499
Hist 499 History Capstone (taken in the senior year)

6 elective hours in History (300 level or above)
D. History Education with certification in Social Studies, grades 7-12
b. Requirements

Application for admission to the student teaching program is made to the Education Department in the junior year.  Application for student teaching in the fall of senior year is done in the fall of the junior year.  For spring student teaching, application is done in the spring of the junior year.  The Education Department notifies students of the requirements of their portfolio submission.  See the Education Department in the catalog for specific Education requirements. Recommendation of the History Department is required.  Minimum academic requirements are an overall gpa of 2.9 and 3.1 in History courses (must have this average at the end of the junior year and maintain it in the senior year); only courses taken at Siena are computed for the gpa requirements.  

                           6 hours of a foreign language (all hours must be in the same language).  American Sign Language does not fulfill this requirement

                                  Hist 101 Shaping of the Contemporary World or Hist 190

                            Hist 110 History Outside the Classroom (0 credit) is fulfilled by student teaching (beginning fall 2008)
                                  Hist 201 West and the World I

                                  Hist 202 West and the World II (beginning fall 2009)
                                  Hist 203 American History I

                                  Hist 204 American History II

                                  3 hours advanced American History 

                                  Hist 327 New York State History

                                  3 hours of European History (must not be ancient history; 200 level  

                                      or above)

                                  3 hours of non-European/non-U.S. history (Asia, Africa, Latin 
                                      American, Middle East; 300 level or above) (beginning fall 2009)
                       Hist 497 Proseminar (old Hist 290) taken in the semester before Hist 499 or in spring of junior year if student teaching in the fall 
                                  Hist 499 History Capstone (taken in the senior year)

                                  6 elective hours in History (300 level or above)

                                  One course in economics, one course in sociology, and Posc 100

                         In the Education Department, 28 hours: Educ 210, Educ 260, Educ 261, Educ 461, Educ 481, Educ 485, Educ 487, Educ 488, Educ 495, and Educ 496

                          Additional certification for 5th and 6th grade can be obtained by successfully completing Educ 360 and Educ 485.

b. Procedures for recommending candidates
                              The Education Department notifies the department each semester of the students who have applied for admission to the social studies teacher program (usually through the social studies subject matter supervisor).  The department evaluates only those students who are History Education, not those seeking certification through Sociology or Political Science. Students always apply the semester of the year before doing student teaching.  The subject matter supervisor, who is a voting member of the Education Profession Committee (EPC), will relay the recommendations of the department when the Education Department calls the EPC.

The names of candidates submitted by the Education Department are accompanied by the student’s overall gpa, History gpa, and Education gpa.  The minimum requirements as stipulated in the college catalog are 2.9 overall, 3.1 in History courses, and 3.0 in Education courses.   Only History courses taken at Siena are considered as part of the gpa.  At minimum, students must complete four History courses for departmental consideration.  Transfer students who have not completed four courses are encouraged to apply in the spring of their junior year.  If a student does not have the required minimum in the semester they are applying but are currently taking enough courses to reach four, a complete recommendation can be delayed until the end of the semester when grades are recorded.  An interim recommendation, however, can be made.  Minimum requirement for consideration is the gpa though some flexibility can be shown for a student who is within striking distance and it is believed will reach the requirement by the end of the semester in which they are applying.  The Education Department monitors the student’s gpa once admitted to the program and if the student fails to meet the minimum requirement before student teaching, the student is removed from the program by the Education Department.  
1)  The list of students seeking admission to the teaching program is forwarded to the faculty by email for preliminary comments.  A formal meeting is scheduled to discuss the qualifications and preparation of each candidate.   The secretary for the department will keep minutes on the discussion.  Examination of qualifications should include, but not be limited to, preparation, intellectualism, writing and oral skills, and suitability for teaching.  

a. If deemed necessary, the department can recommend or require the student take Writ 100 or 200 (Introduction to Writing and Advanced Writing, respectively) if writing skills need to be honed or/and Writ 220 (Oral Communication) if it is felt there needs to be improvement in oral skills.  The department can also recommend/require completion of identified History courses before the candidate student teaches.  All student teachers must complete Hist 101, 201, 202, 203, and 204 before student teaching.   Each candidate will be voted upon with recommendations/requirements. Any additional requirements are also to be forwarded to the student’s advisor.

b. Expanded requirements for the student can also be made by the EPC which as a committee may determine based upon the student’s submitted portfolio a writing or/and oral communication course is needed.  If this is required, it is contained in the letter sent by the Education Department and must be completed before student teaching is undertaken.  This also will be submitted to the department to be sent to the advisor. 

c. Candidates who already hold a degree will be recommended by the subject matter supervisor without a meeting of the department.  Before consideration into the program these candidates meet with the supervisor who evaluates their transcript and indicates what History and ancillary courses must be taken and completed before a recommendation is made.  The student must maintain at least a 3.0 in any recommended History courses.  The candidate will be required to take minimally one course in the department if it is determined course work in History is necessary.  Upon completion of the requirements, a recommendation from the supervisor is made to the Education Department and the student will personally go before the EPC for an interview.   

                             2)  The subject matter supervisor will send in writing the recommendation of the department to the Education Department.  The subject matter supervisor attends the meeting of the EPC and answers any questions regarding History Department recommendations.

 3)  The Education Department informs students by letter of their acceptance or rejection into the social studies certification program.  The letter includes any additional requirements to be completed before admittance to the student teaching semester.

   4)  If a rejected student wishes to appeal the recommendation of the department, they must first meet with the subject matter supervisor where the process and recommendation will be explained.  If the student is not satisfied with the discussion, they may meet with the department chair.  At the discretion of the chair, the department may reconsider the application.  If still dissatisfied, the student may appeal to the dean of the School of Liberal Arts.   If the recommendation of the department is changed, the subject matter supervisor will inform the Education Department.

                 E.   Requirements for History Minor
                        A minor requires 18 hours in History: Hist 101 or Hist 190; 6 hours in one of three areas: American, European, non-European/non U.S. (Asia, Africa, 

Latin American, Middle East); 9 hours of elective History courses. 

                 F.  History Honors
                        Students with high academic achievement, regardless of major, are invited to participate in History Honors seminars.  Students who maintain a cumulative gpa of 3.3 and complete a minimum of four honors courses with a B+ average will be eligible for the History Honors Certificate upon graduation.  Honors courses may also be used to fulfill requirements for the college honors program.  Admission to honors courses is by permission of the professor only.  

                           Hist 190 – Freshmen are selected on the basis of SAT scores and high school record to take Hist 190, Level I Honors, Shaping of the Contemporary World.  In the summer, one of those teaching the course meets with Admissions to obtain all of the folders of students desiring to take honors.  The names of those selected is given to Admission which will send a letter to the students inviting them to register for Hist 190 in either the fall or spring terms.  Classes are capped at 15 students.  There is no final exam. 

                          Hist 390 and 490 – Topics vary.  One section of each is offered every semester.  Normally, 390 will have an American topic and 490 will be European, Africa, Latin America, or Asia.  As agreed by the department, honors courses will be taught for two years on a rotational basis among members of the department.  Permission of the instructor is necessary for enrollment.  Classes are capped at 15.  There is no final exam.  After Fall 2009, Hist 390 or 490 will not substitute for Hist 497 (old Hist 290).
                G.  Departmental curriculum requirements, sequencing, and portfolio
                     a.  The department’s objective is that upon graduation all majors will have developed skills in analyzing primary and secondary sources, understanding context, conducting research, and communicating ideas and findings effectively.  To achieve this and prepare students for the capstone the following are adopted as respective course requirements:
                                    Hist 101—primary source analysis
                                    Hist 201—analysis of a journal article

                                    Hist 203—annotated bibliography
                                    Hist 204—book review/essay
                     b.  All majors should take Hist 101, 201, 202, 203, and 204 in their first two years at the college.  
                         c.  Students are to keep a portfolio of their graded and corrected work that will be used in Hist 497.  Students are to present to their advisors at registration, or another appointed time, the portfolio which is to be examined and discussed by the advisor.
                        d.  All history courses must have a writing component.  The manner in which this is accomplished is up to the instructor but must be at least  total 15 pages.
     e. To meet NCATE requirements regarding geography for teacher 

         certification, a graded geography component is required in Hist 101.  
H.   HIST 110, History Outside the Classroom, 0 credits 

                        Beginning with the 2008-2009 catalog, there is an experiential requirement for all majors to participate in a historian related activity outside the normal classroom.  To satisfactorily complete the requirement, students must consult and have approval from their advisor who supervises completion of the requirements.  Qualifying to complete the requirement are history related internships, study abroad, travel courses, social studies student teaching, presentation of a paper to a conference or symposium such as sponsored by the Omicron Xi chapter of Phi Alpha Theta, participation in the History Department’s Oral History Project, Model UN, Gettysburg Semester, pursuit of the Certificate in Revolutionary Era Studies (includes a required internship), designated History courses taught by the department, or 15 hours of a history related activity at a historical society or institution approved by the department.  This requirement may be completed anytime before graduation once sophomore status has been attained.  See Appendix C for forms.  All forms (Evaluation Worksheet and Essay) related to the course must be completed and filed with the advisor.  An additional requirement related to professional development is production of a one page resume that is reviewed and discussed with the advisor.  
                        The course is listed every semester among those offered by the History Department.  The listed instructor is the department chair.  When a student has completed the requirement, the advisor notifies the chair who will communicate completion to the registrar by posting a P grade.  Although the course will be listed as P/F, all students must get a P to graduate.  The forms for Hist 110 are in Appendix C.

I. Internship, HIST 480
Internships are open to Juniors in their second semester and Seniors.  Eligibility requires 12 hours in History courses, including U.S. history, with a gpa of 3.0 or higher and have an overall gpa of 2.9 or higher.  Application is made by submitting the Internship Form, Appendix D, to the departmental director of internships at least three working days before registration. Academic internships are unpaid.  Interns are expected to so the same work as the professionals with whom they are working.  Guidelines for Internships and a contract between the intern and the supervisor are found in Appendix D.  Interns are expected to keep a journal that reflects hours and briefly describe the kind of work done.   Additionally, interns are required to work a minimum of 120 hours over the course of the semester.  The schedule is set up in consultation with the supervisor on the site.  It is expected the intern will put in at least two hours on a given day. In addition to keeping a journal, interns will be expected to produce an academic project using sources from the site.  It is expected that outside reading will be done in conjunction with this project, and up to 20 of the total of 120 hours may be used towards reading and preparing for this project.  The nature of this project will depend upon the site and upon the supervisor, but some portion of it must be in a typed, written form with appropriate (Chicago Style) citations, and the degree of effort should equal an 8-10 page research paper.  Projects may include an exhibition, a CD, a web site, or another form of multimedia to accompany the written work. No more than two internships may be taken.
J. Independent Study, HIST 495

                        The number of hours for independent study can vary, between 1 and 3.  The course lasts for a semester.  A proposal for independent study must be made to the department through the cooperating professor who, with the student, will develop a course of study and a reading list.  The Independent Study form, obtained in the Arts Office (Siena Hall 321 or found in Appendix H), must be submitted to the department for consideration.  The department votes its approval or disapproval of the project. If approved by the department, it will be submitted to the School of Liberal Arts dean and the Vice President for Academic Affairs who must also approve.  Independent studies are conducted only by full-time members of the department.  There is no compensation for Independent Study.
                   K.  History Capstone, HIST 499, and Proseminar, Hist 497
                              a.  At least one section of the capstone is scheduled each semester.  Instructors for the capstone are requested by the chair of the department.  The instructor is expected to teach the course for two years, one section each semester.  For college instructional load requirements, the course has a 6-hour instructional load.   The instructor is responsible for conducting at the end of the course the Departmental Curriculum Evaluation and the Graduation Survey. See Appendices J and K. The instructor is also editor of the Argus and member of the Argus committee to select papers to appear in the Argus.  The committee consists of the editor, another member of the department, the president of Phi Alpha Theta chapter Omicron XI or their designate, and a member from outside the department. The editor will announce the call in early spring for student papers to be submitted.  These papers are only from the History Department but do not have to be authored by majors.  Each member of the department may submit only one paper. When there are two sections offered in the same semester, both act as coeditors. 
                               b.  For students in the college honors program, the History Capstone can be replaced by Hnrs 410.
                               c.   For student teachers, if student teaching in the fall, Hist 497 (old Hist 290) must be taken in the spring of their junior year.  These student teachers will be preregistered into the course.  For fall student teachers, History Capstone will be taken in the spring of senior year following student teaching in the fall.  Those doing student teaching in the spring of their senior year will take Hist 497 in the spring of their junior year and Hist 499 in the fall of senior year.  These student teachers will be preregistered into both courses.

                                d. By graduation, all majors are expected to have developed skills in the following five areas: analyzing primary sources, analyzing secondary sources, understanding context, conducting research, and presenting their ideas and findings effectively.  The intention of the Capstone is to demonstrate that these five skills have been refined.   

                                e.  When possible and scheduling permits, the instructor for Hist 497         and Hist 499 should be the same to establish some continuity between the two courses.  Although this is desired, it is not essential.
                  L. Tutorials
Tutorials may be given only in courses listed in the catalog other than Independent Study.  Tutorials are to be requested only in rare instances; e.g., if a course is required and will not be offered before graduation.  Tutorial requests must be accompanied by an explanation and approved by the department chair, the School of Liberal Arts Dean, and the Vice President for Academic affairs.  Compensation is received for a tutorial.  See Appendix G for the form.
M.  History  Opportunities
            a.  Study Abroad
The History Department encourages students to supplement their education through foreign study.  Study abroad is normally done in the junior year. Transfer students must spend one semester of full-time study at Siena before being eligible to study abroad.  Students considering study abroad must meet with the International Programs Office in Foy Hall 217 and their advisor to determine how courses will fit into the program of study.  The Study Abroad Office has a list of approved programs whose courses will transfer to Siena.  Programs are available in both English and foreign language environments.  A minimum gpa of 2.5 is required to apply but most programs require 2.7-3.0.  Study Abroad fulfills the Hist 110 requirement.
1. Gettysburg Semester

                                 Selected history and American Studies majors may enjoy a one-semester (Fall) Civil War experience at Gettysburg College. The Gettysburg Semester is an interdisciplinary program in Civil War Era Studies. Students live in a Civil War-era house, take a variety of specialized Civil War courses, numerous field trips, enjoy access to specialized scholars as well as a wealth of primary Civil War sources, and some students may be able to earn internship credit.  Siena students must pay Gettysburg College tuition and fees, but though a special arrangement, Gettysburg College directly bills Siena, allowing Siena students to use their financial aid, and Gettysburg offers Siena students a small discount and scholarships are available.  At least one spot is reserved for a Siena student until mid-March. Interested students must apply through the Siena College History Department.   If there are multiple applications, a departmental committee will recommend who is to be selected.  Gettysburg Semester fulfills the Hist 110 requirement.
2. Certificate in Revolutionary Era Studies

    The Certificate in Revolutionary Era Studies Program allows students of any major to add to their college studies an emphasis on the Revolutionary period of United States history. The period of the certificate is 1754 (the French and Indian War) to 1815 (end of the Napoleonic Wars in Europe). The program is particularly useful for those entering education or wishing to pursue graduate studies in history, museum studies, and library science. It is also practical for anyone interested in exploring the formation of the United States in the revolutionary period– the causes, process, values, ideals, sacrifices and achievements. The certificate program requires active involvement that includes an internship with Saratoga Battlefield, the New York State Museum, or any other relevant site and utilization of primary source materials in the New York State Library for course work. 

    The certificate constitutes 18 hours divided between three required courses and three elective courses (at least one of which must be taken outside the History Department). In order to achieve the certificate and do the required internship, a minimum cumulative gpa of 3.0 must be maintained in courses for certificate credit. Students must also complete the requirements of their major field. For History and American Studies majors and History minors, HIST courses also can be used to satisfy departmental requirements. Students pursuing the certificate should consult the chair of the History Department each semester to assure proper course selection.  See the current catalog under “Multidisciplinary Majors, Minors, Certificates, and Courses” for a complete description of requirements and eligible courses.  The Certificate internship fulfills the Hist 110 requirement.
                             d. Testimonies of War – A Veterans Oral History Project
                                 Student volunteers are trained to conduct interviews with veterans from previous U.S. wars.  The interviews are stored on DVDs in Siena's Standish Library and at the New York State Military Heritage Institute at Saratoga.  Participation fulfills the Hist 110 requirement.
                              e. Omicron Xi Chapter of Phi Alpha Theta
Phi Alpha Theta, Omicron Xi chapter, is the National Honor Society in History. To be eligible, students must complete 12 credit hours of History, obtain a GPA of 3.4 in History and 3.0 overall, and receive the overwhelming support of the History Department faculty.  Membership is not limited to History majors.  Each January, the Phi Alpha Theta Faculty Advisor requests a list of students meeting these requirements from the Siena registrar.  Qualified students are notified in February via Email.   During the spring Academic Celebration of the college an initiation ceremony is held followed by a symposium featuring research by Siena students.  Officers in the club are selected by its members.  A faculty member advises the chapter.
                                f. History Club
                                    The department maintains a History Club that offers all students opportunities to experience history related activities.  The club selects its officers and is advised by a member of the department.

                  N.  Academics 
                             a. System of Grading and Pass/Fail Option
                                Credit hours are earned for any grade of D- and higher.  Quality point values are assigned for each credit hour awarded as follows: A=4.0 quality points per credit hour; A-=3.7; B+=3.3; B=3.0; B-=2.7; C+=2.3; C=2.0; C-=1.7; D+=1.3; D=1.0; D-=0.7; F=0.); U=0.0 (Failure due to excessive absences); I=0.0 (Incomplete)


An Incomplete is assigned to students who have missed a final exam because of illness or some other serious reason.  The student must make up the exam within one month after the close of the term at the convenience of the instructors; otherwise, the I grade is converted to an F.  Grades appearing on a student’s transcript at the time of graduation will not be changed to any other grade subsequent to the graduation date.


A student may elect to take one course pass/fail each semester to a maximum of eight courses.  Pass/fail may not be applied to courses in history, auxiliary courses for the major, or the college core.  To receive a passing grade of P, a grade of at least D- must be made.  A pass/fail grade does not affect a student’s quality point index.

                             b. Academic Classification

Matriculated students are classified according to the number of credits they have completed toward their degree as follows: Freshman, 0-23 credits; Sophomore, 24-53 credits; Junior, 54-83; Senior, 84 or more credits.

                             c. Appeal of Assigned Grades

                                   A student who believes that an error has been made in assigning a grade should discuss the basis upon which the grade was determined with the instructor within 60 days of receipt of the grade report.  If after this review the student is not satisfied with the assigned grade, an appeal may be made to the Department chair.  Such an appeal should be made in writing, stating the basis upon which the grade is questioned and requesting a departmental review.  If the student is not satisfied following the review, appeal may be made to the Dean of the School of Liberal Arts.  If the situation is not resolved at the school level, a final determination for the matter will rest with the Vice President for Academic Affairs.

                                d. Dropping a Course
                                    Before dropping a course, the student should consult with their advisor.  Dropping a course can affect financial aid and timely graduation.  A course can be dropped during the first week of classes and it will not be reflected on the transcript.  After this, permission for dropping may be granted up until the date set in the Academic Calendar with a W grade assigned by the Registrar.  After this date, up until the date set in the Academic Calendar (approximately two weeks before the last day of classes), the Dean may permit dropping a course with either the grade WP (withdrew passing) or WF (withdrew failing, not computed in the GPA) based upon the student’s academic status in the course at the time it is dropped.  Dropping a course is not allowed after the last date WP/WF specified in the Academic Calendar.  The appropriate form for dropping can be found in the School of Liberal Arts Office.  The Academic Calendar can be found in the catalog or the Academic Affairs web site. 

II. The Department of History
The History Department is composed of full-time tenure track faculty, visiting faculty, and adjunct faculty.  Only those who are full-time tenure or tenure track may vote in proceedings.  Only tenured faculty may vote for departmental tenure and promotion decisions.

A. The Chair 
                 The Chair of the department is elected by those who are tenured or tenure track regardless of rank.  Normally the chair has tenure status.  Term of service is three years.  The election is announced by the chair the semester before the term is up.  The secretary for the department will compose a ballot of nominees including a spot for “other” and distribute this as a secret ballot to eligible members of the department.  The secretary will tabulate and announce the results.   There are no term limits.  Term of office begins June 1.  The outgoing chair completes the departmental year end report; the incoming chair assumes all summer department chair duties.  All duties of the chair may be delegated to other members of the department.  The chair receives a one course load reduction each semester as chair and a monetary compensation each semester and for the summer.  Details of the chair’s responsibilities can be found at www.siena.edu – Academics – Academic Policy Manual

a.  Administrative Responsibilities

1. The chair prepares departmental course schedules in consultation with the faculty
a. Prior to preparing the course schedule for the fall the chair must request from the registrar a list of all History juniors to determine how many sections of Hist 497 and 499 will be required over the next year.

b. Contact all students on the above list to determine which students will have to take Hist 499 in the fall.  Those with this need include student teachers who will be teaching in the spring.  The names of these students are submitted to the assistant to the dean who will preregister them.  
2. The chair submits to the Registrar the names of students who have completed Hist 110.

a. When submitting the schedule, the instructor for Hist 110 is listed as the chair of the department since he/she will be responsible for submitting the names to the Registrar of students who have completed the requirement.
3. The chair conducts departmental meetings when necessary.  There must be at least one meeting each semester. 

4. The chair will appoint members of subcommittees and work groups.  
5. The chair writes annual reports, planning and other documents requested by the administration, and make budgetary requests to the dean.  The chair submits to the dean when requested a proposed departmental budget for the following year.
6. The chair submits paperwork for revision of the college catalog, needs of admissions, and maintaining departmental brochures.
7. The chair conducts necessary departmental correspondence.
8. The chair oversees departmental activities.

9. The chair assures the maintenance of the departmental web site.  Can appoint a departmental webmaster.
10. The chair assures that the Argus is up to date.
11. The chair supervises the Director of the Center for Revolutionary Era Studies.  The chair sits on the Center Committee and selects members of the committee.

12. The chair supervises work study students and signs the time card.
13. The chair signs the History Department Honors Program Certificates.

14. Attends the awards ceremony at graduation where the chair reads the citations for History awards winners.

15. Maintain an up to date Department of History Faculty Handbook and distributes copies to the members of the department at the beginning of the fall semester.

16. Maintain an up to date Department of History Student Handbook distributed to new students in the fall semester.
17. The chair writes three-year post-tenure reviews that are submitted to the dean during the summer. 
                        b.   Departmental Representation
1. Communicates department needs to the administration. 

2. Staffs admissions activities including attending Open House and Presidential Scholar dinners and interviews.

3. Meets with the dean and other department chairs.  Once a month attends the dean’s meeting of the chairs.
4. Serves as point of contact for outside groups and organizations.

5. Attends Status Committee and BOI meetings when appropriate.
                          c.  Curriculum
1. Initiates program reviews when necessary.

2. Proposes departmental curriculum changes.

3. Reviews and approves proposals to be submitted the BOI.

4. Facilitates discussions on teaching .

5. Coordinates assessment activities for all departmental faculty.
                           d.  Faculty Related Activities
1. Arranges suitable staffing for all courses.  

2. Supervises searches for full-time faculty positions.
3. Recruits, interviews, hires, and supervises adjunct faculty in coordination with the department Adjunct Review Committee.

4. Committee.  Visiting positions are filled in consultation with the department.
5. Observes and evaluates the work of untenured faculty (adjuncts are observed and evaluated by the Adjunct Review Committee).  Teaching of untenured faculty is observed and a yearly report submitted regarding progress toward tenure.  A more comprehensive report is made in the second, fourth, and sixth year.

6. Works with faculty throughout tenure, promotion, and sabbatical processes.

7. Performs and writes three-year post-tenure reviews for members of the department.

8. Writes letters of support for faculty.

9. Schedules once a year a faculty dinner seminar at which a member of the department will make a presentation on their work or academic interest.
10. Encourages and assists professional development and scholarly activities of all faculty.

11. Responds and seeks to address faculty concerns
                            e.   Student Related Activities         
                                      1.  Hold a meeting with the department faculty at least once a year, preferably in early fall, for all majors. 

                                      2.   Insures advisement of departmental majors and minors.   Assures that sophomore review has been initiated.

                                      3.   Resolves individual issues related to departmental requirements or offerings.

                                      4.   Work with the Phi Alpha Theta advisor to coordinate the annual symposium.

                                       5.    Processes complaints related to classes or faculty
                                 6.   Coordinate with the History Club and Phi Alpha Theta activities for the year.
                                 7.   Bring to the department the candidates for departmental field award that is relayed through the VPAA office.       

                       f.  Sabbatical for Chair     

                           The department chair can apply for a sabbatical while chair.  The  

                           chair applies directly to the dean and includes in the application a  

                           statement outlining the effect on the department.
           B.  Departmental Committees and offices
                          a.  Departmental secretary
                               Appointed by the chair of the department.  Normally the most junior member of the department.  Takes minutes of the meetings of the department and publishes them in a timely fashion.  Conducts departmental chair election.

                           b.  Internship coordinator
                                Appointed by the chair of the department.  Coordinates and supervises internships, meets with student, and observes interns.  Announces and publicizes the availability of internships.

                           c.  Departmental webmaster
                                    Appointed by the chair of the department.  Maintains  information on the departmental website and keeps it current.  Maintains the Argus on the website. 

                            d.  Phi Alpha Theta, Omicron Xi Chapter, faculty advisor
                                 Appointed by the chair of the department.  The advisor coordinates and advises activities of Omicron Xi Chapter, maintains correspondence with Phi Alpha Theta headquarters, coordinates initiation ceremonies, and with the president of the chapter directs the annual Phi Alpha Theta Symposium.

                            e.  History Club, faculty advisor
                                  Appointed by the chair of the department.  The advisor coordinates and advises the History Club.

                             f.  Testimonies of War Project advisor
                                   Appointed by the chair of the department.  The advisor coordinates and advises the project.  The advisor directs the collection and cataloging of interviews and recruits students.

                             g.  Graduate School advisor
                                 Appointed by the chair of the department.  Serves as liaison and advisor for students who wish to attend graduate school.  The advisor gathers information about opportunities for graduate school including scholarships and fellowships.  Holds once a year in late fall a meeting with students to discuss graduate school.
                             h. Sophomore Review coordinator
                              Appointed by the chair of the department to coordinate collection of data on sophomores and disseminate material to the department.  The purpose of the sophomore review is to assess students’ ability and progress to succeed as history majors, in particular their preparedness to pass in their senior year HIST 499. 
1) Every spring, before registration, the Director of Sophomore Review will obtain from the assistant to the dean or the registrar a list of sophomore history majors.  The Director of Sophomore Review will identify those with 1) a GPA of 2.5 or less in History, and/or 2) a GPA of 2.0 or less overall.

 2)  The list of all sophomores will be emailed to the history faculty, with students identified as struggling marked as such.  The faculty will then be invited to comment on the students via email (similar to our review of History Education major candidates) as to whether we believe he/she has the wherewithal to succeed as a history major at Siena, and specifically in the writing-intensive HIST 499.  Examined are the skills, initiative and dynamism as a student, and maturity of the student.  Recommendations are made by the faculty.

 3)  For those students who elicit special concern from the faculty, the Director of Sophomore Review will arrange for a special meeting between that student, his/her advisor, and the Director of Sophomore Review (if desired).  The purpose of the meeting will be to inform the student that the department has concerns about his/her ability to succeed as a history major.  

                                 i.  CRES Advisory Committee      

                                      The department will have at least one member on the CRES 
                                      Advisory Committee that will include at minimum the American 
                                      Studies director, and a representative  of the Library.

                            j.  Search Committees                   
                              Departmental search committees are appointed by the chair.  Searches are authorized by the dean and the results are reported to him/her.  Normally, the committee will be composed of a chair and two tenured or tenure track members from the department, one tenured or tenure track member from outside the department, and one tenured or tenure track member from outside the School of Liberal Arts.  Procedures are provided by the Vice President for Academic Affairs.  Candidates to be brought on campus are determined by a vote of the members of the committee and tenured and tenure track members of the department.  Selection of a candidate to offer the job is completed by a secret ballot of those who are members of the committee and all tenured and tenure track members of the department.  The choice is communicated to the dean.  It is not considered good practice to rank the finalists numerically.
                           k.  Distinguished Speaker Committee
                               A chair and two members appointed by the department chair.  Brings to campus speakers who will participate in classes and give a public address.

                           l.  After History, What? Committee  

                                 A chair and two members appointed by the department chair.  Schedules and coordinates bringing professionals to campus who have degrees in history to discuss job opportunities for majors in their field.  Optimally, there is at least one of these meetings a semester.     
                            m.  Argus committee
                                    The editor of the Argus is the instructor(s) for Hist 499.  If there are two instructors, they are co-editors.  Members of the Argus are the editor, another member of the History Department, the president of Phi Alpha Theta chapter Omicron XI or their designate, and a member from outside the department. The editor will announce the call for student papers to be submitted.  These papers are only from courses in the History Department but do not have to be authored by majors.  Each member of the department may submit only one paper.  The editor coordinates with the departmental webmaster placing the winner(s) into the Argus.
                          n.  Evaluation and Assessment Committee
                                 Three members appointed by the department chair.  Members of the committee review methods of evaluation utilized by the department.  Reviews departmental (not individual) evaluations and makes recommendations to the department.
                           o.  Education Profession Committee
                                The department chair appoints one member of the department to sit on the Education Profession Committee of the Education Department.  This committee screens applicants for admission into the teachers program.  Normally, this position is filled by the person acting as subject matter supervisor for student teaching.
                          p.  Gettysburg Semester advisor
                               The department chair appoints one member of the department to                    

                               act as advisor for students doing the Gettysburg semester and to 

                               conduct applications for the Gettysburg Semester.  Applications, 

                               discussion and appointment are brought to and considered by the 

                               department as a whole. 
                          q.  Adjunct Review Committee 

 The department chair appoints three tenured members of the department to review teaching and teaching evaluations of all adjuncts and report to the department with recommendations.  Terms are undefined.  The chair of the committee will be selected by its members. The committee must meet at the beginning of the spring semester in order to assure sufficient time to affect hiring for the schedule for the fall semester.  Adjuncts include those teaching one or two courses and those having ¾ time contracts.
1. Review and Evaluation

Members of the committee or the department chair observe all adjuncts minimally once a year but may do so more frequently.  First year adjuncts must be observed in their initial semester.  After one year of service, adjuncts are observed at least once a year.   All adjuncts must do the departmental student evaluation, see Appendix M, at the end of the semester.  Failure to do so can result in non-renewal of the position.  The evaluations are to be administered in the instructor’s absence with a student designated to collect the forms and turn them in to the department chair.  The chair will turn over the evaluations to the chair of the Adjunct Review Committee who will submit these to the members of the committee for review.  After review with incorporation of observations, the assessment of the committee will be presented to the department together with recommendations.    The committee will classify their evaluation of each adjunct as Recommended, Recommended with Stipulations, and Not Recommended.  The committee’s evaluation must be presented to the department by the end of the first week of the semester in September to accommodate writing the spring schedule and the first week in February to write the fall schedule.   Upon the recommendation of the department, the chair will hire needed adjuncts based upon their categorization. 
a. Adjunct evaluation will include completion of an evaluation form, Appendix N.  This form is to be completed by the faculty member who observes the adjunct.   

b. A copy of the evaluation will be given to the adjunct. 
2.  Hiring
Hiring of adjuncts is determined by the needs of the department as determined by the department chair and course needs.  Positions are permitted only when the dean of the School of Liberal Arts gives permission following a request from the department chair.  Under normal circumstances, candidates will be interviewed by members of the Adjunct Review Committee and any other tenured or tenure track members of the department.  The chair will make arrangements for interviews with the candidate(s) and set up the interview.  The candidate(s) will provide a resume, teaching evaluations when possible, a syllabus if feasible, and any other information requested by the department.  Following the interview, recommendations will be made by the interviewers and the chair will act accordingly contacting the candidate.   In circumstances where members of the department are not available for an interview, the department chair will interview and decide whether to hire.  

            C. Social Studies Subject Matter Supervisor for Education Department
a.  Appointment to the position is by agreement between the       

     Education Department and the chair of the History Department.

1)  As part of the history department’s association with the Education Department and the certification of social studies student teachers, the History Department will provide a subject matter supervisor whose responsibilities are to supervise and observe student teachers in the field.  A grade for student teaching at the middle school level and high school level will be submitted to the Education Department.  This grade together with that of the cooperating teacher and education supervisor will be averaged together for a student’s final grade for student teaching. 

2)  Student teacher observation is compensated at the rate of 4 student teachers equal 3 credit hours.  Compensation may be taken as 3 credit hours in load or credit hours as paid overload.  The number of student teachers must be reported by the department chair as part of the load report each semester. Travel mileage to and from observations is compensated through the Education Department.

3)  The supervisor is the department’s representative to the Education Profession Committee that admits student to the education program and advises the Education Department.  The supervisor acts as a liaison with the Education Department and submits names of candidates to the department for discussion and recommendation. 

4)  The supervisor is responsible for working with the Education Department for periodic NCATE certification.

5)  In accordance with the National Council of Social Studies, a specific form that addresses the ten areas of competency for observing student teachers will be utilized (Appendix P).

                               b. NCATE
The social studies program of the Education Department has national accreditation by the National Collegiate Association of Teacher’s Education (NCATE).  This organization relies upon the National Council for the Social Studies (NCSS) to set standards that social studies teacher programs must meet.  Thus, in order to maintain accreditation for social studies teachers, the History Department must assure that the common courses taken by all students enrolled in History Education meet the National Standards for Social Studies Teachers (available from the Education Department).  The common history courses are: Hist 101, 110, 201, 202, 203, 204, 497, and 499.   Within these courses are to be embedded measureable criteria set by NCSS that will be used for renewal of accreditation.

            D.  Standards for Tenure and Promotion
                        Good sense and flexibility are implied in all the standards mentioned.  All requirements of the Faculty Handbook apply.  Approved 9 March 2007.

                          a.  For Tenure 

                              As the candidate proceeds to tenure, he/she will present, at the end of the second and fourth years, a portfolio that highlights each of the three areas of teaching, professional development and service.  The portfolio must include student evaluations, and may also include a description of teaching methodologies, examples of student engagement, teaching innovations, course development, grants obtained, peer evaluations, conference participation, publications and plans for future development. 

                               It is assumed that the Dean will provide travel funds to cover at least 80% of our expenses to agreed conferences and agrees to requests for reassigned time for research projects.

1. Teaching  

     The candidate must meet all the specific handbook criteria for excellence in teaching, to be demonstrated in the application by materials including, in descending order of importance:
                 (1) evaluations by department head and dean; and   additional peer evaluations if desired by the candidate; and

     (2) evaluations by students, summarized statistically by course, section, and semester; and

                                          (3) self-evaluation assessment by the candidate of his or her goals as teacher and scholar, the means used to achieve these goals, and the results thereof. The self-evaluation of teaching should be based in part on the candidate’s reading and interpretation of the evaluations identified in (1) and (2) above.

          (4) all full-time faculty members are expected to engage in effective formal and informal academic advising within the major and minor.  Advisees will be assigned through the school office or department.  Faculty members are expected to:
         a. remain informed of academic regulations and requirements, especially as they pertain to the major and minor

         b. be available to their advisees, specifically prior to the registration period each semester

      c. offer ongoing academic and professional advice their advisees and students.

                              2.  Professional Development 
                                   The candidate should: 

                                   (1) Possess a Ph.D. in history; 

                                         (2) maintain membership in a professional organization and attend professional meetings regularly, preferably by presenting a paper and/or chairing a panel or workshop or acting as a discussant; and
                                         (3) show evidence of completed academic research and show evidence of potential to make future contributions in academic research and/or publication; and
                                         (4) participate in seminars, workshops, institutes, as the candidate's interests dictate and time and resources permit. 

                                3.  Service 
The department expects members to do several of the following (this list of activities is not exhaustive): service on campus and departmental committees, with the recognition that elective positions are sometimes hard to win; advising and working with student organizations; public presentations upon invitation, whether at the college or in the community. Also considered: organizational or community work; media interviews or appearances. 

                           b. For Promotion 

                                 The department recognizes different criteria for promotion to the ranks of associate professor and full professor. These criteria are based on increased expectations of teaching and scholarship required of a candidate for promotion to full professor. 

  1. Teaching  

The department recognizes that faculty members possess unique skills in different areas and will work on both professional development and service.

   2. Professional Development 

                                               (1) For promotion to associate Professor: The candidate should meet the criteria indicated above for achieving tenure and provide evidence of scholarship in one of the following ways:
               A signed contract for a book, as sole author or editor of a volume of essays

               OR three peer reviewed articles, in professional journals or as book chapters

               OR two peer reviewed articles and other evidence of scholarly contributions, such as encyclopedic articles, book reviews in professional journals, or organizing and reviewing the scholarly contributions to a significant regional, national, or international conference. 

               It is assumed that the Dean will provide travel funds to cover at least 80% of our expenses to agreed conferences and agrees to requests for reassigned time for research projects.
          (2) For promotion to full professor: The candidate should demonstrate published results of ongoing scholarship and research beyond the criteria set out for promotion to associate professor in one of the following ways:
               A second published book, as sole author or editor of a volume of essays

               OR a signed contract for a second book or volume of essays

               OR five additional peer reviewed articles, in journals or edited volumes

               OR three additional peer reviewed articles and other evidence of scholarly contributions, such as encyclopedic articles, book reviews in professional journals, or organizing and reviewing the scholarly contributions to a significant regional, national, or international conference. 

               Again, it is assumed that the Dean will provide travel funds to cover at least 80% of our expenses to agreed conferences and agrees to requests for reassigned time for research projects.

                                            3.  Service  
                                                   Candidates for promotion should demonstrate significant commitment to college and community service.
  c.  Written evaluations                     

All untenured members of the department are evaluated each semester while still untenured.  The form used (Appendix N) is standard for all school evaluations.  The observation is to be discussed with the faculty member. 

                           d.  Committees and Procedures
                             1.  Prior to meeting of the departmental tenure or promotion committee, the candidate will submit to the department chair a copy of the material to be submitted to the Committee on Faculty Status (see d. below and Appendix R).  The chair will announce to all tenured members of the department the material’s availability for examination and will give sufficient time for review before calling the departmental tenure or promotion committee.     

                             2.  Tenure committee: The departmental tenure committee consists of all tenured departmental faculty.  Decisions of the committee will be taken by secret ballot after a period of discussion. 
                             3. Promotion committee: The departmental promotion committee shall consist of all tenured departmental faculty.  Decisions of the committee will be taken by secret ballot after a period of discussion.
                                  4.  The department chair will communicate in writing to the dean the decision of the committee with an explanation of procedures and any comments considered appropriate.
                            e.   Submission of request for tenure or promotion
 1) Guidelines
(a)  All candidates for tenure and/or promotion are required to submit and, when relevant, copy all materials that they want the Committee on Faculty Status to review. The Committee needs multiple copies of some materials but only one copy of other parts of the complete dossier submitted submit. Check with the Dean, Department chair, and other colleagues to obtain guidance on past practices. Material traditionally not reproduced, but which should be included in the complete dossier, includes:

Copies of papers, books, abstracts, manuscripts, grants

Copies of exams, curricular materials (study guides, assignments, syllabi, lab handouts, manuals, etc.)

Individual rating sheets from student evaluations (summary sheets are duplicated, including representative "open comments” from students)

(b)  The material that will be distributed to the members of the Committee does not need to be put in binders; but as a means of assisting the Committee members in the organization of their materials, many candidates choose to do so.  The Committee must be provided with a table of contents with pagination.  It is helpful to the Committee members to separate the various sections of material with tabs. 

(c)  Eleven copies of the “binder” plus one COMPLETE original must be submitted. The ancillary materials which have not been reproduced will be placed in the Standish Library for members of the Committee to review during the course of the deliberations.

                                  2.  Application material
(a)  Note from VPAA: Each individual faculty member’s file in Academic Affairs contains copies of faculty contracts, evaluations, curriculum vitae and Personal Data Records. A faculty member may contact our office to arrange a time to review the contents of his/her file and may request copies of documents contained in the faculty file. It is recommended that the contents of your faculty file be reviewed  prior to submitting material for Status Committee Consideration.  Include checking the dates of the evaluations that are in the file. When evaluations are received in Academic Affairs by the VPAA, he/she reads each evaluation, and then the paperwork is placed directly in faculty member’s confidential file. It is the faculty member’s  responsibility to be sure that the file is complete and up-to-date regarding completed evaluations.
                                         (b)  See Appendix R for form.
                   E. Matters for Faculty Status

                        1. The Committee on Faculty Status shall have final disposition of matters 

                             relating to it, subject to the approval of the President and Board of 

                            Trustees. These matters include: promotion, tenure, termination of 

                            employment either before the end of the specified term or during a                

                            period of tenure, suspension, sabbatical leave, leave of absence without 

                           pay and part-schedule teaching. 

a. ALL requests must first be by written notification to the Department Head who must forward any such request along with the departmental recommendation, to the Committee via the appropriate Dean. The Dean forwards such requests, along with her/his recommendation to the VPAA.

b. The Department Head of the faculty member(s) under consideration shall be required to present the departmental recommendation and a statement to the Committee. In order to develop this recommendation and the statement, the Department Head must hold a meeting of all other full-time members of the department. S/he may also use other modes of consultation. The Department Head shall participate in the initial discussion before the Committee. 

Therefore, the Committee will ask the Department Head for the decision and procedure used in for tenure, promotion, sabbatical and part-schedule teaching recommendations. 

c. In the case of granting emeritus status, an individual must be recommended by one or more of the following: Department Head, Dean, VPAA, the majority of the full-time faculty in his/her department. Should the Faculty Status Committee members concur, they will forward the recommendation to the President for his review and approval and that of the Board of Trustees.

                   F. Salary, Academic Year 2010-11
                            a.    Minimum Salaries for Continuing Faculty 
                                     Professors                     $86,910
                                     Associate Professors     $70,610

                                     Assistant Professors      $59,330

                                     Starting assistant professor is $54,620
d. For adjuncts, course pay is $2,325 ($775 per credit) for the first four           

semesters. After four semesters, adjuncts receive $2,400 ($800/credit).  Level of post graduate degree does not affect pay scale.  
                             c.     Overload is paid at the adjunct rate.  

                             d.     The chair of the History Department receives compensation of $2,500 for each semester of the academic school year and $500 for the summer.  Additionally, the chair has reassigned administrative time each semester of one course.    

                   G. Personal Data Record (PDR)
                  All full-time faculty members are to maintain a PDR on file in the office of the VPAA.  This is to be reviewed and brought up to date no later than November 1 of each academic year.  It is submitted to the dean after the end of the spring semester.
             H.  Workload
                          a. A full-time teaching load consists of twenty-four semester credit hours, or the equivalent combination of teaching and administrative services. The twenty-four semester hours may be divided between Day and Evening Sessions of the College. 

                         b. Full-time faculty member shall be expected to attend meetings

called by the Vice President for Academic Affairs and/or President,

commencement ceremonies, and other convocations. 

                         c. Full-time faculty are expected to serve as academic advisors. Office hours should be scheduled at times that will permit students

access to the faculty member and may not be scheduled during the free period.

                         d.  Tenured and tenure-track faculty members will be expected to be available for committee work and such other duties as may be normally and reasonably required of college teachers.
                         e. Tenured and tenure-track faculty members may apply for a reassignment of teaching load up to a maximum of six (6) credit hours per year. Such applications may be for a minimum of one semester or a maximum of six consecutive semesters before reapplication.
                         f. All new tenure-track faculty will automatically be granted three (3) credits of reassigned time during each semester of their six-year (twelve-semester) probationary period. These faculty will be expected to meet the standards for the mandatory two and four-year reviews.

                         g. All faculty members will conduct teaching evaluations in order to ensure quality teaching. These evaluations will be discussed with their Department Head and Dean. All tenured faculty will undergo three-year reviews as described in Section III.B.2e of the handbook.

             I. Syllabus and Final Exams 
 All faculty must submit to the School of Liberal Arts a copy of their syllabus for each course being taught for that semester.  At the end of the semester, a copy of each final exam is submitted to the School of Liberal Arts.

a. Syllabus contents

As directed by the Office of the VPAA, all syllabi are to provide required information by writing or by a link.  These are to include learning goals, course goals, a statement on Pandemic and Emergency Preparedness, accommodation, attendance policy, use of cell phones, and a statement on academic honesty.  A template for the syllabus from the VPAA’s Office is in Appendix T.
             J. Pandemic and Emergency Planning (Snow days)
a.  Snow Days
     In the event of extreme weather conditions, listen to the radio or check the 
     Siena website (http://www.siena.edu) or (http://www.siena.edu/community/). 
     If classes are to be cancelled, every effort will be made to contact radio 
     stations by 6:30 a.m. Announcements will be made on the following stations: 
     WRGB, WVCR, WGY, WGNA, WPTR, WFLY, WROW, WTRY, WKLI, 
     WKAJ.  Local television stations will also be contacted.
    1. Classes cancelled—day and evening sections
    2. Classes cancelled—day sections only (classes starting before 5:30 
        p.m.)
    3. Classes cancelled—evening sections only (classes starting after 
        6:00 p.m.)

                                 4. Classes "delayed" until a certain time. For example, "Classes    

                                     delayed until 10 a.m." would mean that all classes starting before      

                                    10 a.m. are cancelled, while classes starting at 10 a.m. or later will  

                                    be held.
                         b.  Pandemic Plan (issued by the VPAA Office)
1. Students will be encouraged to purchase all necessary books at the beginning of the semester.  Faculty members will attempt to provide students with hard copies of non-textbook readings at the beginning of the semester, so that they are available in the event of an emergency college closure.
2. Hard copies of thorough syllabi shall be distributed to students at the beginning of the semester.  Syllabi should include week-by-week planning, and they should clearly indicate the page numbers of required readings so that students know what readings to prepare at home during a closure. Faculty members may choose to designate a subsection of reading materials or other assignments as “essential” so that, in the event of an extended closure, students will know what they will be responsible for on an exam when they return.
3. The syllabi will include a brief section on emergency preparedness.  This section will include the following:

a. Students will be instructed to bring all texts and a copy of the syllabus/course schedule home with them in the event of a College closure.

b. If their situations permit, students should continue with readings and assignments (preparation assignments, papers, projects, etc.) to the best of their ability and according to the course schedule.

c. Students will be given instructions regarding how to deal with paper assignments requiring library or other required research. 

d. A statement of online office hours that the professor will attempt to keep at home in order to maintain contact with students. Faculty members will make themselves available 2 to 3 days per week for online office hours, if internet access is available and their situations permit. Students who are able will “check-in” with questions that they have.
4. All History Department syllabi will be posted in the History Department’s public folder at the beginning of each semester so that all departmental faculty members can have access to this information when the internet is working.

5. The History Departmental faculty, in coordination with the Dean, Office of the Registrar, and the Vice President for Academic Affairs, will modify the schedule, the requirements, and/or the grading scheme for individual students or for their sections as a whole, taking into account the timing and length of the closure and the nature of the emergency. 

6. If a mini-session is added for completing work, some class meetings, modified assignments, exams to show competency with the course material, presentations, etc may be scheduled (perhaps with multiple sections together.)

7. If some of the History faculty members are unable to return when the College reopens, responsibility for those sections will fall to the other department faculty.  An Emergency Course Coverage List should be prepared at least annually to indicate who is best prepared to cover required courses for our major and Core courses.  Although the department will attempt to keep all courses running, required courses and Core courses shall be given priority attention in the event that such choices must be made.

8. If the Internet, e-mail, and/or Blackboard are working fairly reliably, communication among students and faculty may continue during the closure using those channels.  In general, faculty will not depend on telephone and postal service for communications with students.  Faculty may be in phone contact with one another; a  Departmental Telephone Tree, with instructions, should be developed and distributed to all members of the department, at least once annually, or upon any changes.

9. College-wide policies regarding the continuation, cancellation, or rescheduling of courses due to social distancing, college closure, or reopening will apply to History Department and will supersede policies set by the History Department faculty.

             K. Office Hours
All full-time faculty must hold a minimum of 5 office hours during the week.  These hours must not coincide with free period.  Adjuncts will try to have office hours.
                   L. Professional memberships         

The College will pay for membership in a professional or educational organization for full-time faculty up to $125.

             M.  Professional meetings and travel 

The College encourages attendance at professional meetings, provided that

such attendance does not interfere significantly with teaching obligations

and that it conforms to the budgetary limits established each year for the

entailed expenses. Subject to the availability of funds within the budgetary

limits, the College shall pay reasonable expenses for an official

representative or one who will present a paper or report. When a faculty

member is an active officer of an academic association, the College shall

provide travel expenses unless they are provided by the association. In

particular cases and on the basis of contributions to the conference and of

the prestige of Siena College, the College shall pay all transportation costs

and half the subsistence costs. If the attendance of a faculty member at a

conference or professional meeting is a matter of personal professional

value rather than of prestige to the College, the College shall pay only

transportation costs. Such expenses shall be budgeted in advance in school

budgets.  Contact the School of Liberal Arts Dean when planning to seek travel money.  Upon completion of travel file a Travel Expense Form, Appendix Q.
             N.  Sabbatical
Final disposition of matters concerning sabbatical leave are made by the Committee on Faculty Status, subject to the approval of the President and the Board of Trustees.
a. Sabbatical leaves are granted for the purpose of increasing the effectiveness of the instructional staff.  Faculty members who hold the professional ranks of Professor, Associate Professor, or Assistant Professor and who have completed at least six consecutive years of teaching service within the College or who, if they previously have had a sabbatical leave, have completed at least six consecutive years of service within the College from the date of return from their last sabbatical leave, shall be eligible for sabbatical leave.  Sabbatical leaves are granted only for clearly defined purposes, with priorities determined by the nature of the request, by the needs of the College, and by the seniority and rank of the applicant. Completion of requirements for a terminal degree required by the nature of the faculty member's contract is not an eligible project. A formal presentation to the faculty member’s department with a copy to the Dean and the Vice President for Academic Affairs will be expected by the end of the semester following the sabbatical.
                             b. Except in extraordinary circumstances, applications for sabbatical leave must be made at least one year in advance of the effective date of the leave in accordance with the schedule published by the Vice President for Academic Affairs. The rate of compensation is a maximum of the full base salary for leave of one semester or a maximum of one-half of the base salary for a full academic year. This compensation shall be extended to the faculty member in the form of a loan. The loan shall be cancelled after one year of service at Siena after the leave.

                             c.  Inform the department chair and dean as early as possible of your         

                                  intention to submit a request/application. This allows both to begin                                     

                                  preparations for producing a recommendation. 
                                     1.  Address the application to the VPAA (who is the Chair of the  

                                          Committee on Faculty Status). 
2. Submit the application to the Department Head, who will provide a departmental/department-head recommendation. The department head will return the application and his/her recommendation. The department head's recommendation can be reviewed and, if desired, attach a response to the recommendation. 
3. Submit the application to the Dean, who will provide a recommendation. The dean will return the application and her/his recommendation. The dean's recommendation can be reviewed and, if desired, attach a response to the recommendation. 
4. Make 11 (eleven) copies of the application and PDR (SIENA ID, NOT SSN ON ALL PDRs), submit these to the VPAA in the Office of Academic Affairs.  See Appendix S.
                        d. Sabbaticals may be for one semester or a full academic year.  

             O.  Leave of absence
                   Leave of absence can be for Academic Leave or Personal Leave.  See the Faculty Handbook section IV.B for details. See Appendix S for directions and forms.
             P.  Evaluation of faculty
                   a. Two and four year review of untenured faculty
                       (1)  During the second and fourth years of full-time service of each non-tenured faculty member, the department chair's evaluation will be incorporated into a thorough review performed by the department as a whole. This review must present a clear statement either of support or nonsupport for tenure by the department. The review must be completed by April 20 of the year in question.  It is the responsibility of the faculty member to provide the department with sufficient supporting documentation to allow the department to evaluate each of the criteria.  A written evaluation, assessing each of the criteria for tenure and/or promotion, will be presented to the faculty member involved, who shall read and sign it. It shall then be sent to the School Dean, the Vice-President for Academic Affairs, and the faculty member. If either or both deem it necessary, the Dean and the Vice-President will discuss this evaluation with the faculty member.
                        (2)   Tenured members of the department, at the direction of the department chair, will meet to discuss recommendation for continuance of the professor under consideration.  A summary of that discussion will appear in the letter to the dean and VPAA. 
(3) The standard evaluation form (Appendix N) is to be completed by 

     the department chair for each observation.
                  b. Three-Year Review for tenured faculty
                       Full-time tenured faculty will undergo a review every third year. During that year the faculty member will complete a brief (not to exceed 750 words) “contribution to the College” statement of activities, highlighting the key areas of professional responsibility: teaching, scholarship and service. The contribution statement, in addition to providing a self-assessment covering the previous three years, will also identify projects for the next three-year period.  The contribution statement is part of a packet prepared by the faculty member for the review. The packet shall also include (a) evidence of teaching effectiveness, consisting of student evaluations of teaching from the period being reviewed, and other evidence the faculty member may wish to present; (b) evidence of scholarship; and (c) evidence of activities coming under the heading of “service to the College.” The contribution statement will allow the faculty member to comment on each of these areas. The faculty member may simply include the previous three years’ Personal Data Records as a way of identifying scholarship and college service activities.  The packet will go to the Department Head who will discuss it with the faculty member before forwarding it to the Dean. After being examined by the Dean, who may elect to discuss the material with the faculty member, the packet will be returned to the faculty member.
                    Q.  Adjunct, three-quarter time, visiting professor, and specific term 
positions 

                   All positions in the department require completion of the Faculty 

                   Employment Application (Appendix O) before a contract is issued.  

                   Completed form is submitted to the School of Liberal Arts.  Minimal 

                   requirement for employment as an instructor is a Master’s degree.  

                   Permission of the dean through the VPAA is required for hiring with less 

                   than a Master’s.
                   a. Adjunct    

(1) Adjuncts are contracted to teach no more than two courses.  Their classification is that of lecturer.  Requests for adjuncts are made to the dean in written form with a justification for hire that can include the need for course sections or to replace a person on leave or sabbatical.  Hiring is done by the chair after receiving written approval from the dean.   
(2) Adjuncts are not required to keep office hours but it is strongly 
suggested such are kept if an office is provided by the School of Liberal Arts (most often for adjunct it is not).  All adjuncts must participate in course evaluations.  Office space and computer use is shared by adjuncts.  The dean provides office space if available.
(3) The chair or a member of the Adjunct Review Committee will observe all adjuncts in their first year of service and subsequent periods of service.  The chair of the Adjunct Review Committee will submit to the chair and the department a review of each adjunct with a recommendation of continuation or termination.
(4) All adjuncts are welcome to attend departmental functions and departmental meetings unless the department closes the meeting to only full-time faculty.  Cannot vote.
                     b. Three-quarter time
 (1) Three-quarter time appointments are contracted to teach three courses.  Their classification is that of lecturer.  Requests for three-quarter positions are made to the dean in written form with a justification for hire that can include the need for course sections or to replace a person on leave or sabbatical.  Hiring is done by the chair after receiving written approval from the dean.   

(2) Three-quarter time appointments are to keep two hours of office time for students.  All adjuncts must participate in course evaluations.  Office space and a computer is provided by the dean.
(3) The chair or a member of the Adjunct Review Committee will observe all three-quarter time appointments in their first year and subsequent periods of service. The chair of the Adjunct Review Committee will submit to the chair and the department a review of each adjunct with a recommendation of continuation or termination.
(4) All three-quarter time appointments are welcome to attend departmental functions and departmental meetings unless the department closes the meeting to only full-time faculty.  Cannot vote.
                     c. Visiting positions
                         (1) A Visiting Faculty member may hold any rank.  The terms of appointment and length can vary.  The total number of years that an individual can be employed at this rank must not exceed five years.  A visiting position normally teaches four courses.
 (2) Request for a visiting position is made to the dean in written form with a justification for hire that can include the need for course sections or to replace a person on leave or sabbatical.  Hiring is done by the department through the chair after receiving written approval from the dean..  Departmental discussions and a search is normal practice.      

  (3) Visiting appointments are required to keep five hours of office time for students.  All visiting professors must participate in course evaluations.  Office space and a computer is provided by the dean.

  (4) The chair will observe all visiting appointments in their first year and subsequent periods of service.
  (5) All visiting appointments are welcome to attend departmental functions and departmental meetings unless the department closes the meeting to only full-time faculty.  Cannot vote.
     d.  Specific term positions
 This position does not substitute for a tenure track position.  The faculty is hired for a specific term and to meet a special need.  For the History Department, this is the position of the director for CRES.

1. Welcome to attend departmental functions and departmental meetings unless the department closes the meeting to only tenured and tenure track faculty.  Cannot vote.        

2. Evaluated by the department chair in conjunction with the CRES Committee.  Evaluation submitted to Dean of the School of Liberal Arts after the completion of the Spring Semester. 
              R. Professor Emeritus
   Members of the department who retire due to age or incapacity may be granted the academic rank of Emeritus.  To be eligible the individual must be recommended by a majority of the full-time members of the department.  Recommendation is forwarded by the department chair to the dean who takes it to the Faculty Status Committee.                   
              S.  New courses
                    New courses are designed to improve the curriculum of the history major.  Proposals are brought before the department through the chair.  They are presented in the format required to go before the Board of Instruction.  If approved, the chair will forward the proposal to the dean who will then indicate his approval or disapproval and send the proposal to the Board of Instruction.  For forms see Appendix E.
                    T. Team Taught Courses
 It the course is not always to be taught as a team course, it must be approved by the department chair, the dean, and the VPAA.  A memo to the dean is required that makes the request with an indication of financial implications (i.e., is an adjunct necessary to cover for full-time professor). Each faculty get credit for the course providing both are always in the classroom.  

              U.  Advisement
                    All members of the History Department faculty are expected to do advisement.  Advisors will maintain a file for each advisee into which will be held information for completing HIST 110 and an up to date Advisement Worksheet (Appendix F).  The advisor supervises student completion of Hist 110 requirements.  When the student has completed Hist 110, the department chair will be informed by written communication so that credit can be given.  The advisor also will check that the student is maintaining a portfolio that is to be used in Hist 290.  As part of the completion of the requirements for HIST 110, advisors will help senior advisees produce a one page resume.  
                V.  Student Attendance Policy
                     All departmental faculty must file with the VPAA’s office student attendance policy for their courses. The college’s attendance policy is that a student is expected to attend every class and laboratory for which he or she has registered. Each instructor will make known to the student his or her policy with respect to absences in the course. It is the student’s responsibility to be aware of this policy. A student may present to the instructor a written statement from an authorized school official if an excused absence is requested for a college related activity, e.g., an athletic meet, class trip, etc. The instructor makes the final decision to excuse or not to excuse an absence. An instructor is entitled to give a failing grade (U) for excessive absences.  If there has been an extraordinary reason for excessive absences, such as prolonged illness, a student may petition the Vice President for Academic Affairs in writing to consider reinstatement in the class or permission to withdraw with the grade W.  It is the personal responsibility of the student to make up all work assigned during an absence from any class or laboratory.

                     W. Work Study Student
 The department chair will seek at least one work study student each academic year.  The student worker is shared by the entire department and will carry out tasks assigned by the chair or members of the department.  These tasks may include but are not limited to photo copying, library work, departmental newsletter, and light secretarial duties.  The job description is given to the Liberal Arts office which will refer students to the chair for an interview.  The student will be required to maintain set hours during the week.  If possible, a drop box will be maintained at the faculty mailboxes and a work desk.  Normally, the student will be available for about 10 hours a week.  The chair of the department will be responsible for signing the time card. 

                      X. Departmental Newsletter and Course Description Guide
 The department once a year should publish a departmental newsletter to the students describing activities of the department and the students.  Normally, this is published in the spring and is emailed to the students as well as posted on the departmental web site.  The Course Description Guide is published each semester before registration and contains course descriptions and requirements.   

                      Y.  Class Evaluation and Departmental Assessment
a. Every member of the department, both full-time and part-time, must administer at the end of the semester a class evaluation.  In order to achieve consistency necessary for tenure and promotion, all members of the History faculty will use the same form.  The department will agree as to the form and questions.  Currently the evaluation form is offered on-line.  Faculty members may in addition administer their own personal designed forms if desired.  The class evaluation is to be retained by the faculty member.  See Appendix I for the current form.
b. The department will conduct an evaluation of the curriculum yearly from all graduating seniors.  The evaluation will be designed by the department and administered in Hist 499.  The forms will be conveyed to the department chair who sends them to the Evaluation Committee that will examine them and report to the department in the fall of each academic year. See Appendix J for the current form.
 c. The department will administer a graduation survey form in Hist 499.  The form is designed by the department and serves as a means to discover the future plans of graduates and determine if they believe their preparation by the department was adequate. The forms will be conveyed to the department chair who sends them to the Evaluation Committee that will examine them and report to the department in the fall of each academic year.  See Appendix K for the current form.
d. The department will conduct periodically an alumni survey.  The purpose is to accumulate data about graduates as well as learning from them how well a history degree from Siena prepared them for the work force.  The survey can also be accompanied by a brief newsletter updating graduates regarding the History Department.  The survey is directed by the chair of the department in conjunction with Alumni Affairs.  The form is designed by the department. See Appendix L for the current form
   III.  Siena Center for Revolutionary Era Studies (CRES)
A. Mission Statement
The mission of the Siena College Center for Revolutionary Era Studies is to foster with the public a greater appreciation, interest, and awareness of the events and ideals behind the struggle for American independence.  The revolutionary idea that a government could be based on ideals such as liberty, freedom, and democracy shaped not just a war, but an era, and inspired further revolutions, both inside and outside of the United States.  Housed in the History Department, the Center maintains a strong collaborative relationship with the Saratoga National Historical Park and Battlefield as part of the stress on the Revolution.  Also contributing to the Center’s mission is a Certificate in Revolutionary Era Studies through the History Department.  Certificate students engage in utilizing the region’s rich historical resources, including unique resources made available by the Saratoga National Historical Park and Battlefield.  For the Siena community and general public, the Center offers programs featuring scholars and workshops that encourage exploration and understanding of the Revolutionary Era in upstate New York.

B.  Job Description – Director, Center for Revolutionary Era Studies (2010-2011)

a. The mission of the Siena College Center for Revolutionary Era Studies is to foster greater appreciation, interest, and awareness of the events and ideals behind the struggle for American independence.  Of special interest is exploration and understanding the Revolutionary Era in upstate New York.  

b.  The Center is housed in the History Department and the director will report to the chair of the History Department and the CRES advisory committee.  The Director of the Center for Revolutionary Era Studies (CRES) will hold the Ph.D. in History with a specialty in the Revolutionary Era. 
c. Responsibilities of the Director are to direct the Center and teach two American history courses each semester at the discretion of the department chair.  Each semester six hours will be administrative and six hours academic to meet the contractual annual total of 24 hours. The CRES director will maintain an active research agenda, hold office hours, and fulfill all other expectations of full-time faculty.

d.  Academic courses will usually focus on some aspect of the Revolutionary Era or an American history survey based on the needs of CRES and the history department as determined by the department chair.  The director’s responsibilities will be to coordinate offerings and develop curricula for the Certificate Program in Revolutionary Era Studies, apply for grants, work with Development and External Affairs to identify potential sources of external funding, produce and coordinate events, conferences, and workshops relating to CRES’ mission, report to the CRES advisory committee, meet with community stakeholders, propose and manage the CRES budget, and maintain collaboration with Saratoga National Historical Park.  
e.  Teaching and scholarship will be evaluated by the History Department according to departmental guidelines for tenure and promotion and the Siena College Faculty handbook.  Other responsibilities of the director will be evaluated by the CRES advisory committee in conjunction with the History Department.  CRES advisory committee evaluations will take place on the same schedule as departmental evaluations.  The CRES Director cannot simultaneously hold the position of History Department Chair.

C. CRES Advisory Committee
a.   The CRES advisory committee is composed of five full-time, tenured members of the Siena College faculty, including at least one representative from the History Department and one representative from the American Studies program.  Current members of CRES, in consultation with the director, shall appoint committee members who will serve two-year, renewable terms.   The committee serves an advisory role to the director and to the CRES program. The committee will meet at least once a month during the fall and spring semesters. At this meeting, the director will report on CRES activities, planning, budget, indicate programmatic needs, and any other issues relevant to the center’s operations.  The CRES committee will review and approve a yearly budget proposal and year-end report on expenses and allocations.  
b.  The CRES committee will produce an evaluative summary of the director and CRES at the end of each academic year.  A year-end report of CRES activities will be filed with the School of Liberal Arts and Academic Affairs.  
c.  The chair of the History department cannot serve as chair of the CRES committee. 
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Appendix A

History Major Suggested Course Sequence 
Suggested sequence for History majors. This only works for those entering Siena already intent on majoring in History.    
Freshman

Fall
HIST 101/HIST 190 (CDH)

Spring

HIST 201 


FOUN 100





FOUN 105


Language





Language


Social Science (CAS)



            ENGL011 (CDE)


Social Science (CAS)




RELG (CDR)








Total History Credits: 6

Sophomore

Fall
HIST 202



Spring

HIST 


HIST 203





HIST 204


Philosophy (CDP)




2 Area requirements [CAL,


Aesthetic (CAA)

        CAH (cannot be a history course), CAR, CAP]


Math/Science (CAN or CDR)



Math/Science (CAN or CDR)









Total History Credits: 12









Cumulative total: 18

Junior

Fall    HIST


                      Spring

HIST 497 (old HIST 290)
           HIST




                        HIST

           Math/Science (CAN or CDR)



3 electives

           2 electives




                                                                      

                                                              


Total History Credits: 12

      




                                   Cumulative total: 30

Senior

Fall      HIST499


         Spring
            HIST


             HIST
         


                                    4 electives 


             3 electives









Total History Credits: 9









Cumulative total: 39

HIST499 is taken in either the Fall or Spring term and must be passed for graduation.  HIST 497 must be taken the semester preceding registering for HIST 499.  

HIST 110 must be completed between sophomore year and graduation.
Appendix B

History Education Suggested Course Sequence
Suggested sequence for History Education majors. This only works for those entering Siena already intent on majoring in History.   Admission to the program requires a 2.9 overall gpa and 3.1 in History in addition to 3.0 in Education courses.  Students must apply to the Education Department for admission to student teaching in their junior year.  
Freshman

Fall
HIST 101/HIST 190 (CDE)

Spring

HIST 201 


FOUN100





FOUN105


Language





Language


Posc 100 (CAS)


            ENGL011 (CDE)


Sociology (CAS)



            HIST









Total History Credits: 9

Sophomore

Fall
HIST202         


           Spring              HIST


HIST203





HIST204


Philosophy (CDP)




RELG (CDR)


Educ210   





Educ260


Math/Science (CAN or CDR)



Math/Science (CAN or CDR)









Total History Credits: 12









Cumulative total: 21

Junior

Fall    HIST 327


         Spring

HIST 497 (old HIST 290)
           HIST




                        HIST

           Math/Science (CAN or CDR)

                        Economics102

           Ed261




                        2 Area requirements [CAL,                                                                      

           Aesthetic (CAA)                                                          CAH (cannot be a history  

                                                                                                 course), CAR, CAP]

                                                             


 Total History Credits: 12

         



                                                Cumulative total: 33

Senior

Fall      HIST499


        Spring



             HIST




                        5 electives (Stud Teach)

             3 electives                         









Total History Credits: 6









Cumulative total: 39

Student teaching is done either the Fall or Spring Semester of the senior year; Hist 499 is taken in the other semester of the senior year.  HIST 497 must be taken the spring semester of the junior year.   Student teaching fulfills HIST 110 requirement.
Three hours of the European History requirement must not be in Ancient History.   

Appendix C

HIST 110, History Outside the Classroom
    Hist 110, Advisor Worksheet

Student _______________________________________

Advisor _______________________________________

Student notification of Experience requirement: _______________________________

                                                                                    (student signature and date)

Resume  ⁯ 

Experience ___________________________________

Completion of evaluation worksheet:     Yes ⁯        No ⁯ 

Completion of essay:    Yes ⁯        No ⁯

Notification of Registrar’s Office:  ______________ 

                                                               (Date)

Comments:

HIST 110, Time Record

	Supervisor signature
	Date
	Time

In    Out
	Hours

Worked

	
	
	-
	

	
	
	-
	

	
	
	-
	

	
	
	-
	

	
	
	-
	

	
	
	-
	

	
	
	-
	

	
	
	-
	

	
	
	-
	

	
	
	-
	


Total Hours:________________  

To be submitted with Evaluation Worksheet if necessary.

HIST 110, Evaluation Worksheet

Student name: ___________________________________

Instructor/Supervisor name: ________________________

Dates: _________________________________________

Experience: _____________________________________

(Describe briefly)

Dates: _________________________________________

(Include timesheet if necessary)

What were the main responsibilities of the student for the experience?  What did the student do that was related to history?

How successful was the student in carrying out responsibilities?

Was the student dependable?

______________________________________                       _____________  

                           (Signature)                                                               (Date)

Hist 110, History Outside the Classroom
Student Essay

Instructions:  In a printed essay of no more than three pages, student is to describe their experience and explain how it relates to the profession of historian.  The essay is required before receiving credit for Hist 110.  It is to be turned in and discussed with the advisor.  The essay is to be written in correct English and printed in 12 point type.
Appendix D
Internships

HIST 480/AMST 480  Internship Guidelines

Who is qualified to take an internship?
HIST 480/AMST 480:  Second-semester Juniors and Seniors who have completed a minimum of 12 credit hours in history, including U.S. history, and who present at least a 3.0 GPA in History and 2.9 overall.  Enrollment requires permission of the departmental Director of Internships and the student’s advisor.  If a history  major is taking AMST 480, there must be permission of the Director of the American Studies Program and its internship director as well as the student’s advisor.  No more than two internships may be taken.  

What a history/American Studies internship should provide:  
History/American Studies internships are meant to provide an academic, public-history related experience, not a clerical or business experience.   Academic internships are unpaid.  Interns are expected to do the same work as the professionals with whom they are working.   If the professionals with whom you work are painting, you should be painting.  If they are cleaning, you should be cleaning.  But professionals typically do work that is more central to the history and culture they are preserving and sharing with the public, and thus so should you.  When you interview for a position as an intern, your supervisor should be able to offer you a selection of possible projects for you to focus upon, although you may be expected to work on other projects as they arise (an upcoming exhibit, for example).  You need to inform the internship coordinator  during your weekly meetings (see below) if you believe that your work is not providing adequate academic and/or public-history related experience, or if there is anything about the work experience that is making you uncomfortable.

What is expected of you:
1. You need to keep a journal in which you log your hours and briefly describe the kind of work you are doing.  You will show this journal to internship coordinator during a brief weekly meeting during the course of your internship.  The coordinator will sign the journal at each meeting.  At the end, you will need to give this journal to the internship coordinator for records.

2. You will need to work 120 hours over the course of the semester, that is, from the first day that classes meet to the last day that classes meet.  You will need to set up your schedule in consultation with your supervisor on the site.  You should expect to put in at least two hours on a given day.

3. In addition to keeping a journal, interns will be expected to produce an academic project using the primary sources you are working with on the site.  You will also be expected to do outside reading in conjunction with this project, and you may log up to 20 of your total of 120 hours towards reading and preparing for this project.  The nature of this project will depend upon the site and upon the supervisor, but some portion of it must be in a typed, written form with appropriate (Chicago Style) citations, and the degree of effort should equal an 8-10 page research paper.  Projects may include an exhibition, a CD, a web site, or another form of multimedia to accompany the written work. You will need to consult with the coordinator early in the semester with regard to setting up the project parameters.

4. Signed and agreed to Internship Contract
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Siena College History/American Studies Internship Contract

Intern:

Site:

The Siena intern should expect:

· To put at least 120 hours of work at or for the historical institution during the course of the semester.

· To work in tandem with a qualified museum professional for at least 50 hours of the internship, so that the intern can learn what it is like to work in a professional setting.  The other 70 hours may be directed research, giving tours, or other duties that would be undertaken by museum professionals.  

· To clearly understand what is expected of them regarding hours, dress code, type of work, deadlines, etc., and to feel comfortable asking for clarification of duties from their supervisor.

· Not to be asked to perform any duties that museum professionals themselves would not be expected to do on that site.  

______________________________


_________________

Signature






Date

The on-site internship advisor should expect:

· The intern to arrive on time, properly attired, and to meet agreed-upon obligations regarding projects.

· The intern to keep a journal of hours/duties that will be signed weekly by the internship supervisor and the Siena supervisor.

· The intern to ask for clarification in a timely manner regarding responsibilities, quality of work in progress, deadlines, etc.  

· The Siena supervisor to contact them periodically during the semester to ask how the internship is progressing and to visit on-site at least once during the semester.

______________________________


_________________

Signature






Date

The Siena internship advisor should expect:

· The intern to meet once a week to show the campus advisor his/her journal.

· The intern to alert the internship advisor to any issues in a timely manner.

· The on-site supervisor to contact the Siena advisor as soon as possible regarding any internship issues. 

______________________________


_________________

Signature






Date

History and American Studies Internship Application
DUE:  At least three working days before your registration date.  Please submit the application via Email to internship coordinator. 

STEPS: 

1. Do your research:  Please read the online information about HIST/AMST480 at www.siena.edu/history under “History and American Studies Internships.”   

2.  Check your qualifications:

Students entering the Fall of 2004:  Second-semester Juniors and Seniors who have completed a minimum of 12 credit hours in history, including U.S. history, and who present at least a 3.0 GPA in History and 2.9 overall.
3.  Tell us who you are:  

Name_____________________________________

Major ____________________________________

Projected graduation date_____________________

4. Tell us why you want an internship.  Tell us 1) why you wish to take an internship rather than a regular class, 2) what you hope to gain from it, and 3) what local historical societies or museums you may be interested in.  

Appendix E
Course Proposal Format

I. Proposal Description
Brief statement describing proposal, including rationale, objectives, faculty requirements. Consider questions listed under "Some Areas Examined by Curriculum Change Committees".

II. Catalog Description
Course code number, course title, credit hours, description, prerequisites, frequency of offering, fees. (Follow format established in current catalog).

A. Course title should reflect course content. Computer system allows only 22 characters, including spaces, for printing course title on transcript
B. Credit hours should be distributed into lecture, laboratory, studio, etc. Please note the number of professor contact hours for faculty load purposes.
C. Description must clearly indicate subject matter to be covered.
D. Prerequisites must be listed with a rationale for either requiring or not requiring foundation courses.

III. Course Outline
Topical outline, using standard format, of major subject matter and skills areas to be covered. Should be fully appropriate to catalog description.

IV. Methods of Instruction
Listing of the principle techniques normally to be utilized in the course, with some indication of the primary method(s).

V. Means of Evaluation
Note the minimal number, times and kinds of checks to be made on student achievements. Whatever provides input to the course grade should be listed (examinations, projects, papers, attendance, class participation, etc.).

VI. Bibliography
Prepare a bibliography, divided into sections: possible required texts and recommended readings. Assess what library and audiovisual materials are currently available and what additional library and audiovisual materials might be needed if the proposed course is approved.

VII. Signature Sheet
Proposal must be signed by writer of proposal, department head and dean. The hard copy of this signature sheet should be delivered to Academic Affairs (currently Kate Zimmerman) and the electronic file of the proposal should be sent to the VPAA (copy to Kate Zimmerman.)

VIII. Course Master Update Description Form
These forms need to be completed by the Dean (within two weeks) for any change recommended by the Board and then submitted to the Vice President for Academic Affairs.

Some Areas Examined by the Curriculum Changes Committee
1. Does the curriculum change relate to the mission of the College and its goals and objectives? Is it congruent with the stated goals and objectives of the proposing department? 

2. What is the need for the course or program in terms of its relationship to existing or proposed academic programs, to requirements, and to student needs/or demand? 

3. Does the proposal overlap or impinge upon the offerings of other departments, or of the College's articulation agreements? 

4. Are the courses overly specialized for the normal undergraduate program? 

5. What is the population for whom the program or course(s) is intended? How often will the course(s) be taught? What is the project class size? 

6. Staffing. Will the program require any additional administrative staffing, i.e., director/coordinator, clerical assistance. Will the teaching of the course(s), presumed to be at least once every two years, interfere with the other courses already offered by the involved department? How will it affect the number of preparations required of a faculty member? Will special skills be required such that it will limit faculty availability to teach the course? 

7. Are library equipment and facilities adequate? If not, is substantial immediate expenditure necessary for equipment or software (particular relevance to instruction via multimedia, computer assistance, or TV instruction, and the Internet)? Using the following designations (adequate, needs additional resources before starting the program, or needs additional resources over the next five years), please assess separately the Library's (1) book collection, (2) periodicals collection, (3) electronic resources and (4) audiovisual collection. 

8. Consult with the Registrar to review and clarify each proposal. The Registrar will provide a signed form containing information regarding 1) implications to the College Catalog, 2) implications to the Banner Catalog, and 3) implications relative to Course Master update forms. This process will support smooth administration of each board approval.

NEW COURSE PROPOSAL SIGNATURE SHEET
Course Number and Title:  ____________________________________________________


__
Check here if this is also a Core course proposal 
Proposer:  ___________________

Department:  _________________________

Date:  ______________________

Signatures from the Department Head and the Dean indicate support of the enclosed curriculum change proposal.  If lack of support is indicated, the proposer has the option of continuing with the proposal or withdrawing it.  Comments may be attached.

___________________________

________________________

Department Head



Date

___________________________

________________________

Dean





Date

Comments:  

Appendix F
Advisement Worksheet
Name __________________________       Advisor ________________________

Expected graduation ___________              Catalog (year)___________________

Latest CAPP Report ______________         Departmental Handbook ⁯

Career objective: _________________________________________________________

Track:         ⁯History              ⁯History Education  

History: ⁯Hist 101; ⁯Hist 201; ⁯Hist 202; ⁯Hist 203; ⁯Hist 204; ⁯⁯6 hours European; ⁯⁯6 hours non/European, non-U.S.; ⁯Hist 497; ⁯Hist 499; ⁯Hist 110; ⁯⁯6 elective History credits; ⁯⁯6 hours Language

History Education: ⁯Hist 101; ⁯Hist 201; ⁯Hist 203; ⁯Hist 204; ⁯3 hours advanced American; ⁯Hist 327; ⁯ 3 hours European (not ancient); ⁯⁯6 hours non/European, non-U.S.; ⁯Hist 497; ⁯Hist 499; ⁯Hist 110;⁯⁯6 elective History credits; ⁯3 hours Economics; ⁯3 hours Sociology; ⁯3 hours Political science; ⁯⁯6 hours Language

⁯Educ 210; ⁯Educ 260; ⁯Educ 261; ⁯Educ 461; ⁯Educ 481; ⁯Educ 485; ⁯Educ 487; ⁯Educ 488; ⁯Educ 495; ⁯Educ 496; optional ⁯Educ 360 and ⁯Educ 385 for 5th and 6th grade certification

Student Teaching   ⁯Fall          ⁯Spring    

Application for admission into social studies certification is done in the fall or spring of the junior year (a year before intended semester to student teach).

GPA of 3.10 in History, 2.90 overall, and 3.0 in Education is required for admittance.

Hist 101, 201, 203, 204 should be taken in the freshman and sophomore years.

Hist 499 to be taken in the senior year.  Hist 497 is a prerequisite as well as completion of 

        21 hours in History.  It is usually taken the semester before Hist 499.

Hist 110 is completed before graduation and has 0 credits.

Sophomore Review: Overall gpa ________  History gpa ________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Junior Review: Overall gpa ________  History gpa ________

Semester to take Hist 290   ⁯Fall ⁯Spring     Semester to take Hist 499   ⁯Fall  ⁯Spring

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Study Abroad: ______________________________     ⁯Fall ______     ⁯Spring ______

                        Br. Brian Belanger, 215 Foy Hall, 786-5047

Internship: _________________________________     ⁯Fall ______     ⁯Spring ______

                        Dr. Karen Mahar, 213 Kiernan, 782-6570

Hist 110, The Historian’s Experience:  

            ⁯Internship     ⁯Student teaching     ⁯Study Abroad     ⁯Gettysburg Semester

                                                                                                      Dr. Bruce Eelman

            ⁯Travel course     ⁯Paper presentation     ⁯Oral History Project     ⁯Model UN

                                                                                Dr. Wendy Pojmann       Dr. Len Cutler

           ⁯15 hours at historical institution

       ⁯Notification of the Registrar (through department chair who submits the notification)

Portfolio Reviewed:   Freshman ⁯    Sophomore ⁯  ⁯     Junior  ⁯  ⁯   
        Hist 101  ⁯, Hist 201  ⁯, Hist 203  ⁯, Hist 204  ⁯   Best paper  ⁯    Worst paper  ⁯
Library Orientation (
Creation of a credentials file at the Career Center ⁯

        Foy Hall 203

Graduate school: _______________________________________________________________________________________________________________________________________________________________________________________ 
Senior exit interview/questionnaire ⁯

Comments:

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Appendix G

Tutorial form

Student Name:____________________________________________________

                           Last                            First                              Middle

SID:______________________________________________________

Semester for which request is being made: ________________________
Multiple student in Tutorial?___________ If yes, make sure that each student uses the same exact course title when submitting the request form.

Course # : _____________________________ Credits: _____________

Course Title: _______________________________________________

Tutorials may be given only in courses listed in the catalog other than Independent Study.

Tutorials are to be requested only in rare instances; e.g., if a course is required and will not be offered before graduation.

Reason for request: _______________________________________________________

_______________________________________________________________________

_______________________________________________________________________
_______________________________________________________________________
Signature of Student,  Date

_____________________________________________

Approval of Supervising Professor,  Date

_____________________________________________

Approval of Department Head,  Date

_____________________________________________

Approval of School Dean,  Date

_____________________________________________

Approval of VPAA,  Date

_____________________________________________
Original: Registrar Office

Copy: School Office, Academic Affairs, Student

Revised 08/05

Appendix H

Independent Study Form, Hist 495
Student Name:____________________________________________________

                                   Last                               First                              Middle

SID:______________________________________________________

Semester for which request is being made: ________________________
Semester Course # : _____________________________ Credits: _____________

Course Title: _______________________________________________

An Independent Study may not be given in any course listed in the Catalog other than Independent Study. Please indicate the specific title of your project.  This will be filed in your permanent record for future reference. You must also provide a plan of action, expected project outcome and bibliography as an attachment to this form for approval.

Project Title: ________________________________________________________
___________________________________________________________________
___________________________________________________________________

___________________________________________________________________
Signature of Student,  Date

_____________________________________________

Approval of Supervising Professor,  Date

_____________________________________________

Approval of Department Head,  Date

_____________________________________________

Approval of School Dean,  Date

_____________________________________________
Original: Registrar Office

Copy: School Office, Academic Affairs, Student

Appendix I
                  History Department Course Evaluation Form
                                   [College On-line Form]
	In your experience in this course, how often did you do each of the following?

	
	Very Often
	Often
	Sometimes
	Never

	Worked with other students inside and/or outside of class (for example: in study groups or labs--working on projects, assignments, papers, presentations, etc.).
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	Received prompt feedback from the instructor on your academic performance (written or oral).
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	Very Often
	Often
	Sometimes
	Rarely

	To what extent has this course challenged you to do your best work?
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	Strongly Agree
	Agree
	Disagree
	Strongly Disagree

	In this course I often found myself actively engaged in thinking about course concepts.
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	In this course I improved my ability to evaluate new information and analyze the central ideas of this subject area.
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	Available, helpful, sympathetic 7
	6
	5
	4
	3
	2
	Unavailable, unhelpful, unsympathetic 1

	Please characterize the quality of your relationship with the instructor:
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	Excellent 10
	9
	8
	7
	6
	5
	4
	3
	2
	Poor 1

	All things considered, how would you rate this instructor?
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	All things considered, how would you rate this course?
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	Please list and explain the things that you liked most about this course/instructor.
	[image: image48.wmf]






	Please list and explain the things that you disliked most about this course/instructor.
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	Any other comments?
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	Assessment of student learning
	Strongly Agree
	Agree
	Disagree
	Strongly Disagree
	Not Applicable

	1. This course helped me to improve my ability to read and interpret assigned readings.
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	2. This course helped me to understand differences in interpreting secondary and primary sources.
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	3. This course helped me to improve my research abilities.
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	4. This course helped me to improve my writing abilities.
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	5. I felt no hesitation about seeing the professor outside of class to discuss the course or my standing in it.
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	6. The course helped me to better understand geographical relationships in history.
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	7. In this course, I often found myself actively engaged in thinking about difficult questions.
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	Assessment of history instructor's teaching
	Strongly Agree
	Agree
	Disagree
	Strongly Disagree
	Not Applicable

	1. The instructor utilized a number of different teaching methods and strategies in this class.
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	2. As a result of taking this course, my interest and curiosity about many of the issues and questions in this subject area have grown.
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	3. The instructor made expectations and requirements clear early in the course.
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	Comments


	1. What is the best thing you are taking away from this course?
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	2. Please list and/or comment on those things that you still do not understand or had great difficulty learning.
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Appendix J
History Department Curriculum Assessment

Hist 499

The History Department is interested in your evaluation of its curriculum. Having nearly completed Hist 499 and perhaps all the requirements for the major, you are in a position to reflect on the general curricular demands of History.  Please mark the appropriate boxes and reflectively answer the questions.  Return to your instructor.  Thank you.
Your overall gpa ______             Your gpa in History ______

Part I.

For each of the categories please indicate importance (1 –  most important; 2 – important;  3 – less important) and agreement with the statement.

Knowledge and Abilities

	
	Importance
	Strongly agree
	Agree
	Neutral
	Disagree
	Strongly disagree

	1. The History curriculum helped me to become a better critical thinker.  
	1     2     3
	
	
	
	
	

	2. The History curriculum developed my ability to write clearly and effectively.
	1     2     3
	
	
	
	
	

	3. The History curriculum helped develop my ability to read a text critically.
	1     2     3
	
	
	
	
	

	4. The History curriculum helped develop my research skills.
	1     2     3
	
	
	
	
	

	5. The History curriculum helped develop my ability to construct and identify logical arguments and criticisms.
	1     2     3
	
	
	
	
	

	6. The History curriculum helped develop my intellectual abilities.
	1     2     3
	
	
	
	
	


Curriculum

	
	Importance
	Strongly agree
	Agree
	Neutral
	Disagree
	Strongly disagree

	1. Courses are intellectually challenging.
	1     2     3
	
	
	
	
	

	2. Course expectations and requirements are clear.
	1     2     3
	
	
	
	
	

	3. The variety of courses in the department are adequate.
	1     2     3
	
	
	
	
	

	4. Distribution of courses required for graduation provide breadth. 
	1     2     3
	
	
	
	
	

	5. Required courses provide knowledge and experience necessary for subsequent courses.
	1     2     3
	
	
	
	
	

	6. Writing research papers is an important part of History courses.
	1     2     3
	
	
	
	
	

	7. Presentations are an important part of History courses.
	1     2     3
	
	
	
	
	


History Faculty

	
	Importance
	Strongly agree
	Agree
	Neutral
	Disagree
	Strongly disagree

	1. Set high expectations for learning.
	1     2     3
	
	
	
	
	

	2. Are clear in expectations and requirements.
	1     2     3
	
	
	
	
	

	3. Encourage questions during class.
	1     2     3
	
	
	
	
	

	4. Are available to provide assistance outside of the classroom.
	1     2     3
	
	
	
	
	

	5. Make course materials relevant and understandable.
	1     2     3
	
	
	
	
	

	6. Advisement process was helpful.
	1     2     3
	
	
	
	
	


Part II.

1. In terms of your own learning style, what types of activities did you find most successful? Why?_________________________________________________________________________ ____________________________________________________________________________________________________________________________________________________________
2.  In terms of your own learning style, what types of activities did you find least successful? Why? _________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

3. How effective was the department’s curriculum preparing you to analyze and utilize primary sources for the senior thesis as well as other history courses?  Please explain. ________________
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
4. What changes would you make to the curriculum in terms of courses and/or requirements? ______________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. What works about Hist 499, and what would you change in order to produce a better paper and a more fulfilling capstone experience?_______________________________________________ ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
6. What were the two or three best courses taken in the History Department?  What made them memorable? ____________________________________________________________________
____________________________________________________________________________________________________________________________________________________________
Appendix K

Graduation Survey Form

History Department Graduation Survey
The History Department is interested in your how prepared you feel in leaving Siena.  In contrast to the Senior Survey done in Hist 499 that focused on the curriculum, this survey is intended to examine your preparation and plans after graduation.  Your answers will be helpful to the Department in ascertaining how to most effectively prepare students for life after Siena.  This survey is anonymous, please do not sign.  Return this form to the mailbox on Professor Harrison’s door, Kiernan 228 or to your instructor.  The Department is grateful for your participation.  If you wish to provide more detailed answers on a separate paper, please feel free to do so.
Your overall gpa ______       Your gpa in History ______

1. Why did you become a History major?  Had you taken any history courses at Siena before becoming a major?  What gave History the edge over another major?  ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. If you were to do it over, would you still be a History major?  Why or why not? _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. What are your plans after graduation?  Were the members of the department and/or the programs of the department such as After History, What? helpful in formulating those plans?  What could the department do better to help students prepare for the future?  _____________________________________________________________ _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. What skills developed in the major do you believe will be the most helpful when you leave Siena?  ___________________________________________________

__________________________________________________________________________________________________________________________

5. During your time at Siena, did you attend any of the History Department events (History Club, Phi Alpha Theta, speakers, After History, What?, off campus travel)?  If so, what were they and did you find them worth while?  If not worth while, why not?
_____________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6. Did you do Study Abroad, Gettysburg Semester, Honors Certificate, Certificate in Revolutionary Era Studies, Internship, or Student Teaching?  If yes, please identify and evaluate your experience.
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

7. Do you have any further comments or suggestions regarding History as a major?  

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Appendix L

Alumni Survey Form

History Department Alumni Survey

1. What year did you graduate from Siena College?

2.   Place of residence- 

Capital Region 

Outside the Capital Region

3. Gender

               Male

               Female

4. Did you pursue an advanced degree after graduating from Siena College?  

         Yes

         No

        If yes, where?  In what?  When graduated?
5. If yes, how well did the history curriculum prepare you for graduate studies?

         Very well

         Fairly well

         Not very well

         Very poorly

6. In what career field are you currently employed? If you are not currently pursuing a career, skip to question 8.

7. How would you define the relationship between your current career and your major in history?

           Somewhat related

           Not very related

           Completely unrelated

8. Did the history curriculum help you enhance your ability to think critically?

         Very well

         Fairly well

         Not very well

         Very poorly

9. Did the history curriculum help you enhance your writing skills?

         Very well

         Fairly well

         Not very well

         Very poorly

10. Did the history curriculum help you enhance your research skills (i.e., the ability to test theories using sound methodologies)?

         Very well

         Fairly well

         Not very well

               Very poorly

11. Did the history curriculum provide you with enough opportunities for in-depth learning (e.g., internships, independent study, honors courses, certificates, capstone)?

         Very well

         Fairly well

         Not very well

               Very poorly 

12. What did you like most about being a history major at Siena College?

13. What did you like least about being a history major at Siena College?

14. Having graduated with a history degree, what changes or additions would you suggest for improving the quality of the curriculum or courses to prepare students for life after graduation?

15. Twice a semester, the department sponsors a workshop whereby history graduates are invited on campus to speak to undergraduate about opportunities for history majors in the workforce.  If you would be interested in participating, please provide a contact email address.

16. The History Department has initiated student travel courses and discussed the possibility of extending this to alumni.  Please indicate if this would be of any interest to you.

               Yes

                No

17. Please use this space to elaborate on any of your previous answers and/or to make suggestions to the History Department.

Appendix M
Adjunct Student Evaluation Form

History Department Course Evaluation                              Instructor ________________

                                                                                            Course ___________________

The History Department is interested in your evaluation of this course and its instructor.  Please mark the appropriate boxes and reflectively answer the questions.  Return to your instructor.  Thank you.

Part I. 

For each category please indicate your belief in importance for the class (1 –  most important; 2 – important;  3 – less important) and mark your agreement or disagreement.

Student Learning and the Course

	
	Importance
	Strongly 

agree
	Agree
	Neutral
	Disagree
	Strongly disagree

	1.I was actively engaged in class (e.g. listened attentively, participated in class discussions, answered questions, etc.). 
	1

      2

           3
	
	
	
	
	

	2. This course helped improve my ability to read and interpret critically assigned readings.  
	1

      2

           3
	
	
	
	
	

	3. This course developed my ability to write clearly and effectively with assignments requiring a thesis, organization and analytical thinking..
	1

      2

           3
	
	
	
	
	

	4. The assignments in this course developed my ability to construct and identify logical arguments and criticisms. 
	1

      2

           3
	
	
	
	
	

	5. The course helped me to better understand geographical relationships in history.
	1

      2

           3
	
	
	
	
	

	6. The course as designed by the instructor helped develop my intellectual abilities by challenging me intellectually.
	1

      2

           3
	
	
	
	
	

	7. The course utilized a number of effective teaching methods and strategies to convey material and develop skills.
	1

      2

           3
	
	
	
	
	


Teaching by the Instructor

	
	Importance
	Strongly

Agree
	Agree
	Neutral
	Disagree
	Strongly disagree

	1. The instructor organized, developed, and presented the material well.
	1

      2

           3
	
	
	
	
	

	2. Course and class expectations and requirements were clear.
	1

      2

           3
	
	
	
	
	

	
	Importance
	Strongly

agree
	Agree
	Neutral
	Disagree
	Strongly disagree

	3. The instructor encouraged and expected classroom participation featuring critical thinking involving how and why.
	1

      2

           3
	
	
	
	
	

	4. The instructor was effective in clarifying difficult material 
	1

      2

           3
	
	
	
	
	

	5. The instructor was reasonably available outside of class for questions and concerns.
	1

     2

           3
	
	
	
	
	

	6. The instructor consistently gave constructive feedback. 
	1

      2

           3
	
	
	
	
	


Instructor                                 Highest                                                          Lowest

	Overall, how do you rate the instructor.
	  10        9        8        7        6         5         4         3          2        1 



Part II.

1. Please explain what you liked best about the instructor. ________________________________________________________________________________________________________________________________________________ ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.  Please explain in what areas the instructor could improve.   ________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.  Please list and/or comment on those things that you still do not understand or had great difficulty learning.  ________________________________________________________________________

________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________
Appendix N

SIENA COLLEGE

Department Head/Dean Evaluation 

Instructor:

Evaluator:  

Course name and number:

Date of observation:

This evaluation is being conducted as a requirement of the Faculty Handbook (III.B.2.a). The evaluation must be completed by the end of the semester in question. When this is completed, the written evaluation shall be presented to the faculty member involved, who shall read it and sign it, retaining a copy. The evaluation shall then be sent promptly to the appropriate Dean (in the case of a Department Head evaluation) and the VPAA. The faculty member has the option of sending a separate statement to the Department Head, School Dean, and VPAA in the event that he/she disagrees with the assessment or comments of his/her Department Head or School Dean.

I.  Instructional Process 


A.  
The instructor is well prepared and demonstrates knowledge of the subject being taught:

B.
The instructor had materials organized, well developed and presented the topic with clarity and precision:

C.
The instructor used a method appropriate for the topic lesson:

D.    
The instructor encouraged students to participate in discussion and to think   critically:

E. The instructor was able and willing to answer student questions clearly and adequately:

F. The classroom presentation, discussion and activities were relevant to the course objectives:



II. Instructor’s Qualities

A. The instructor demonstrated enthusiasm for the subject:

B. The instructor established a sound rapport with the students:

C. The instructor commanded the attention and respect of the students and established a good learning environment:

D. The instructor spoke clearly and maintained a proper pace for the lesson:

III.  
List those areas that the instructor does well:

IV.
List recommendations for improvement:

V.         Additional Observation Use this space for special notations for laboratory or studio   

             course observation):

VI. 
Additional comments on the faculty member’s progress toward the successful completion of the requirements for promotion and/or tenure: (N.B. this section may be completed at a later date.)


THIS EVALUATION MUST BE FILED IN THE OFFICE OF THE VPAA BY THE END

OF THE SEMESTER IN QUESTION.

VII.
Signatures:

Evaluator:_______________________________ 
 Date:__________


Title: Dean/ or Department Head


Faculty Member:__________________________ 
Date: ___________

Appendix O
[image: image104.jpg]SIENA



Employment Application Form
                    FACULTY EMPLOYMENT APPLICATION

1. Name:  ________________________________________________________
    2.  Social Security Number:  _______________________   

                    (Last)              
(First)

(Middle)



3. Address:  ____________________________________________________________  
    4.  Telephone:  ___________________________



                     (Street)

   (City)

   (State)
                    (Zip)

                                 (Day)
                   (Evening)


   5.  Position Desired:  ______________________________________________    6. Date Available for Work:  _________________________
   7.  Education and Employment Record:  Please attach your Curriculum Vitae.

8.  Have you ever been convicted of a crime?      Yes _____
No _____
(A prior conviction does not necessarily mean that you cannot be employed.)  If yes, list date, charge, place, court and action taken: ___________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
9.  I hereby authorize Siena College to verify information given, and also authorize educational institutions, former employers and other references to furnish such information for purposes of verification.  Any misstatement or omission of material facts in this application or in my resume or curriculum vitae may result in termination.  

_____________________________
                                                        ________________________________________________


                     Date



                                                           Applicant’s Signature

By September 1 of each year, Siena College compiles and distributes an annual security report containing statistics and information about (1) current campus policies regarding procedures and facilities for students and others to report criminal actions or other emergencies occurring on campus as well as policies concerning Siena's response to such reports, (2) current policies concerning security and access to campus facilities including campus residences and security considerations used in the maintenance of campus facilities, (3) current policies concerning the enforcement authority of security personnel and their working relationship with state and local police agencies as well as policies which encourage accurate and prompt reporting of all crimes to the campus police and the appropriate police agencies, (4) a description of the type and frequency of programs designed to inform student and employees about campus security procedures and practices and to encourage students and employees to be responsible for their own security and the security others, (5) a description of programs designed to inform students and employees about the prevention of crimes, (6) statistics concerning the occurrence on campus during the most recent school year and the two preceding years for various criminal offenses, (7) other information required by law.  A complete copy of this report is available upon request to the Office of Human Resources (783-2420), or the Office of Safety & Security (783-2376).

Siena College is an Equal Opportunity Employer.  Eligibility for employment is limited to United States Citizens or aliens who are legally entitled to work in the United States.  Employment is conditioned upon the applicant completing an I-9 form and providing documents establishing identity and work authorization.

(7/2003)

Appendix P

STUDENT TEACHER PERFORMANCE EVALUATION

FOR THE NCSS SOCIAL STUDIES STANDARDS
SIENA COLLEGE

SUBJECT MATTER SUPERVISION

Student Teacher _______________________     Class Time __________________    Room ________

Cooperating Teacher _____________________________    Date ______________  Mileage ___________

School ____________________________   Subject _________________    Observer:  ________________         

I. Classroom                                                        Student participation  +    –               Audio/visual  +    –                         
Organization  +    –                                               Language/Spelling  +    –                  Voice  +    –

Transitions  +   –                                                   Movement  +   –                                Enthusiasm +   –  

Questioning  +    –                                                Class Discipline   +    –                      Class response +    –

Preparation/Content/Depth   +   –                        Lesson Closure   +    –                        Knows students +    –

II. Cooperating Teacher Comments                                                                                                                     
III. Lesson Content and Objective(s)

       Lesson Plan  +   –                                                    Lesson Content/Objective:

IV. Observation comments on class:

V. Themes

For each theme, underline, check,  highlight or comment on specific questions addressed in the lesson plan and during the observation. Circle on this form the appropriate quantitative evaluation to indicate evidence in planning and evidence in teaching for each new theme. The numbers on the evaluation scales mean the following:

1.
Inadequate – unprepared, incorrect

2.
Minimally acceptable – basic information but very vague with some errors and little analysis

3.
Average – basic information, no errors, fundamental analysis

4. Very Good – analytical detail and no errors

5. Excellent – thorough analysis with an indication of consequences


              NA
Not applicable

                                                                                                                                                      Revised: 2/08
NCSS Theme I 

Culture and Cultural Diversity

Teachers of social studies at all school levels should provide developmentally appropriate experiences as they guide learners in the study of culture and cultural diversity.

Description: The study of culture prepares students to answer questions such as: What are the common characteristics of different cultures? How do belief systems, such as religion or political ideals, influence other parts of culture? How does the culture change to accommodate different ideas and beliefs? What does language tell us about culture? In schools, this theme typically appears in units and courses dealing with geography, history, sociology, and anthropology, as well as multicultural topics across the curriculum.

Evidence in planning:  1  2  3  4  5  NA                                              Evidence in Teaching:  1  2  3  4  5  NA

Evidence of effectiveness in producing the desired student learning:  1  2  3  4  5  NA    ⁭  Questioning                           

                                                                                                                                            ⁮   Worksheet

                                                                                                                                            ⁮  Discussion

Observation:

NCSS Theme II

Time, Continuity and Change

Teachers of social studies at all school levels should provide developmentally appropriate experiences as they guide learners in the study of time continuity and change.
Description: Human beings seek to understand their historical roots and to locate themselves in time. Knowing how to read and reconstruct the past allows one to develop an historical perspective and to answer questions such as: Who am I? What happened in the past? How am I connected to those in the past? How has the world changed and how might it change in the future? Why does our personal sense of relatedness to the past change? This theme typically appears in courses in history and others that draw upon historical knowledge and habits.

Evidence in planning:  1  2  3  4  5  NA                                             Evidence in Teaching:  1  2  3  4  5  NA

Evidence of effectiveness in producing the desired student learning:  1  2  3  4  5  NA    ⁭  Questioning                           

                                                                                                                                            ⁮   Worksheet

                                                                                                                                            ⁮   Discussion

Observation:

NCSS Theme III 

People, Places and Environments

Teachers of social studies at all school levels should provide developmentally appropriate experiences as they guide learners in the study of people, places, and environments.

Description: The study of people, places and human-environment interactions assists students as they create spatial views and geographic perspectives of the world beyond their personal locations. Students need the knowledge, skills, and understanding provided by questions such as: Where are things located? Why are they located where they are: What do we mean by “region”? How do landforms change? What implications do these changes have for people? In schools, this theme typically appears in units and courses dealing with area studies and geography.

Evidence in planning:  1  2  3  4  5  NA                                             Evidence in Teaching:  1  2  3  4  5  NA

Evidence of effectiveness in producing the desired student learning:  1  2  3  4  5  NA    ⁭  Questioning                           

                                                                                                                                            ⁮   Worksheet

                                                                                                                                            ⁮   Discussion

Observation:

NCSS Theme IV

Individual Human Development and Identity

Teachers of social studies at all school levels should provide developmentally appropriate experiences as they guide learners in the study of ideas associated with individual human development and identity.

Description: Personal identity is shaped by one’s culture, by groups, and by institutional influences. Students should consider such questions as: How do people learn? Why do people behave as they do? What influences how people learn, perceive and grow? How do people meet their basic needs in a variety of contexts? How do individuals develop from youth to adulthood? In schools, this theme typically appears in units and courses dealing with psychology and anthropology.

Evidence in planning:  1  2  3  4  5  NA                                              Evidence in Teaching:  1  2  3  4  5  NA

Evidence of effectiveness in producing the desired student learning:  1  2  3  4  5  NA    ⁭  Questioning                           

                                                                                                                                            ⁮   Worksheet

                                                                                                                                            ⁮   Discussion

Observation:

NCSS Theme V

Individuals, Groups, and Institutions

Teachers of social studies at all levels should provide developmentally appropriate experiences as they guide learners in the study of interactions among individuals, groups, and institutions.
Description: Institutions such as schools, churches, families, government agencies, and the courts play an integral role in people’s lives.  It is important that students learn how institutions are formed, what controls and influences them, how they influence individuals and culture, and how they are maintained or changed.  Students may address questions such as: What is the role of institutions in this and other societies?  How am I influenced by institutions?  How do institutions change?  What is my role in institutional change?  In schools, this theme typically appears in units in courses dealing with sociology, anthropology, psychology, political science, and history.

Evidence in planning:  1  2  3  4  5  NA                                              Evidence in Teaching:  1  2  3  4  5  NA

Evidence of effectiveness in producing the desired student learning:  1  2  3  4  5  NA    ⁭  Questioning                           

                                                                                                                                            ⁮   Worksheet

                                                                                                                                            ⁮   Discussion

Observation:
NCSS Theme VI

Power, Authority and Governance

Teachers of social studies at all school levels should provide developmentally appropriate experiences as they guide learners in the study of power, authority, and governance.
Description:  Understanding the historical development of structures of power, authority, and governance and their evolving functions in contemporary U.S. society and other parts of the world is essential for developing civic competence.  In exploring this theme, students confront questions such as:  What is power?  What forms does it take?  Who holds?  How is it gained, used, and justified?  What is legitimate authority?  How are governments created, structured, maintained, and changed?  What is legitimate authority?  How are governments created, structured, maintained and changed?  How can individuals’ rights be protected within the context of majority rule?  In schools this theme typically appears in units or courses dealing with government, politics, political science, history, law, and other social sciences.

Evidence in planning:  1  2  3  4  5  NA                                          Evidence in Teaching:  1  2  3  4  5  NA 
Evidence of effectiveness in producing the desired student learning:  1  2  3  4  5  NA    ⁭  Questioning                           

                                                                                                                                            ⁮   Worksheet

                                                                                                                                            ⁮   Discussion

Observation:
NCSS Theme VII

Production, Distribution, Consumption

Teachers of social studies at all school levels should provide developmentally appropriate experiences as they guide learners in the study of how people organize for the production, distribution, and consumption of goods and services.
Description:  Because people have wants that often exceed the resources available to them, a variety of ways have evolved to answer such questions as:  What is to be produced?  How is production to be organized?  How are goods and services to be distributed?  What is the most effective allocation of the factors to be produced (land, labor, capital, and management)?  In schools, this theme typically appears in units of courses dealing with economic concepts and issues.

Evidence in planning:  1  2  3  4  5  NA                                             Evidence in Teaching:  1  2  3  4  5  NA

Evidence of effectiveness in producing the desired student learning:  1  2  3  4  5  NA   ⁭  Questioning                           

                                                                                                                                            ⁮   Worksheet

                                                                                                                                            ⁮   Discussion

Observation:
NCSS Theme VIII

Science, Technology, and Society

Teachers of social studies at all school levels should provide developmentally appropriate experiences as they guide learners in the study of science, and technology.
Description:  Modern life as we know it would be impossible without technology and science that supports it.  But technology brings with it many questions:  Is new technology always better than old?  What can we learn from the past about how new technologies result in broader social change, some of which is unanticipated?  How can we cope with the ever-increasing pace of change?  How can we manage technology so that the greatest number of people benefit from it?  How can we preserve our fundamental values and beliefs in the midst of technological change?  This theme draws upon the natural and physical sciences and the humanities, and appears in a variety of social studies courses, including history, geography, economics, civics, and government.

Evidence in planning:  1  2  3  4  5  NA                                              Evidence in Teaching:  1  2  3  4  5  NA

Evidence of effectiveness in producing the desired student learning:  1  2  3  4  5  NA   ⁭  Questioning                           

                                                                                                                                            ⁮   Worksheet

                                                                                                                                            ⁮   Discussion

Observation:
NCSS Theme IX

Global Connections, and Interdependence

Teachers of social studies at all school levels should provide developmentally appropriate experiences as they guide learners in the study of global connections and interdependence.
Description:  The realities of global interdependence require understanding the increasingly important and divers global connections among world societies and the frequent tension between national interests and global priorities.  Students will need to be able to address such international issues as health care, they environment, human rights, economic competition and interdependence, age-old ethnic enmities, and political and military alliances.  This theme typically appears in units of courses dealing with geography, culture, and economics, but may also draw upon the natural and physical sciences and the humanities.

Evidence in planning:  1  2  3  4  5  NA                                              Evidence in Teaching:  1  2  3  4  5  NA

Evidence of effectiveness in producing the desired student learning:  1  2  3  4  5  NA    ⁭  Questioning                           

                                                                                                                                            ⁮   Worksheet

                                                                                                                                            ⁮   Discussion

Observation:
NCSS Themes X

Civic Ideals and Practices

Teachers of social studies at all school levels should provide developmentally appropriate experiences as they guide learners in the study of civic ideals and practices.

Description:  An understanding of civic ideals and practices of citizenship is critical to full participation in society and is the central purpose of the social studies.  Students confront such questions as:  What is civic participation and how can I be involved?  How has the meaning of citizenship evolved?  What is the balance between rights and responsibilities?  What is the role of the citizen in the community and the nation, and as a member of the world community?  How can I make a positive difference?  In schools this theme typically appears in units or courses dealing with history, political science, cultural anthropology, and fields such as global studies, law-related education, and the humanities.

Evidence in planning:  1  2  3  4  5  NA                                             Evidence in Teaching:  1  2  3  4  5  NA 
Evidence of effectiveness in producing the desired student learning:  1  2  3  4  5  NA   ⁭  Questioning                           

                                                                                                                                            ⁮   Worksheet

                                                                                                                                            ⁮   Discussion

Observation:
Additional comments or observations:

Appendix Q

Travel Expense Form

	Name:
	 
	 
	Date:
	 

	
	
	
	
	


	Purpose of Trip:
	 
	 
	 
	 

	 
	 
	 
	 
	 

	
	
	
	
	

	Departure Date:
	 
	 
	Return Date:
	 

	 
	 
	 
	 
	 

	
	
	
	
	

	Fund: U001
	Org: 2A0002
	   Account: Below
	Prog: DO
	

	
	
	
	
	

	Account
	
	
	
	

	11210
	Transportation
	PA - Private Auto
	PC - Public Car
	

	
	
	CV - College Vehicle
	RC - Rental Car
	

	
	
	
	Plane/Train Fare
	 

	
	
	
	
	

	From
	To
	Mode
	# Miles
	 X .505 

	 
	 
	 
	 
	 $                     -   

	 
	 
	 
	 
	 $                     -   

	 
	 
	 
	 
	 $                     -   

	 
	 
	 
	 
	 $                     -   

	
	
	
	
	

	11220
	Lodging:
	 
	
	 

	11230
	Meals:     
	 
	
	 

	
	             
	 
	
	

	
	             
	
	
	

	11240
	Tips & Other: 
	 
	
	 

	
	                    
	 
	
	

	
	                   
	
	
	

	11250
	Parking/Cab/Tolls:
	 
	
	 

	
	                          
	 
	
	

	11270
	Conference Fees: 
	 
	
	 

	
	                          
	 
	
	

	
	
	
	
	 

	Total Expenses:
	 
	 
	 $                     -   

	
	
	
	
	

	Less Travel Advance:
	Amount received:
	 
	

	
	
	
	
	

	Amount Due Payee or College:
	
	
	 $                     -   

	
	
	
	
	

	
	
	Amount Approved:
	 
	

	
	
	
	
	 

	 
	 
	 
	 
	

	 
	
	 
	
	 

	Payee Signature
	
	Dean's Signature
	
	 Business Affairs 

	
	
	
	
	

	
	
	
	
	

	Please submit this form and original receipts to SH 321 within 5 business days of your return.  

	
	
	Thank you!
	
	1/08

	
	
	
	
	


Appendix R

Preparation of Dossier/ Application Material for Tenure or Promotion

The following should be duplicated for members of the Committee on Faculty Status, 11 copies and an original.
Prepare a cover sheet that will include your name and table of contents of your dossier, as follows. Please paginate all material.

Name
Table of Contents

Narrative: This is a written self-analysis, detailed in the description on the following pages. This should not exceed 10 pages. In this section, amplify and comment on the data presented in the remainder of the dossier.

Faculty Personal Data Record: It is the responsibility of the faculty member to update this document yearly and submit it as an annual report of activities. A copy of the Faculty Personal Data Record is kept in the faculty member’s file in the Office of Academic Affairs.

Evaluations by Department Head and School Dean

Peer Evaluations (if there are any)

Summaries of Student Evaluations (if available)

List of ancillary materials that will be on file in the Standish Library for review by the Committee

[Evaluation of Teaching Faculty

 N.B.: According to Paragraph III.A.1.d.5 of the Faculty Handbook in effect as of September 1, 2006:  “For purposes of tenure and contract renewal (prior to tenure) only, the Departmental Standards operative when the faculty member was hired shall be used to evaluate the faculty member. At the time of hire, the Vice President for Academic Affairs, in consultation with the Dean and Department Head, shall place a copy of these standards in the faculty member’s personnel file and also give a copy to the faculty member.”]
Teaching:

The primary function of faculty at Siena College is to teach. Therefore, evaluation of the faculty member’s teaching contributions will be the most important factor considered. Teaching includes classroom performance, the professional development necessary to carry out the teaching function and availability to students outside the classroom. The faculty member is required to present to the Committee on Faculty Status the administrative evaluations as defined in Section III.B.2 of the Faculty Handbook, together with some documentation of formal systematic evaluation of teaching performance which shall include student evaluations and may include self-evaluations

as well. See Section III.A.1.a for examples of other documentation a faculty member may choose to present.

Scholarship:

Scholarship consists of research and public presentation of scholarly work within a professional setting.  Evidence of such activity or the actual work, accompanied by the assessment of colleagues, must be presented. Examples may be found in the Faculty Handbook III.A1.b.

Service to the College:

A faculty member must document his or her activity in service. Committee work or administrative tasks (including serving as Department Head) should be evaluated by letters from committee peers, project supervisors, or administrative supervisors. Examples may be found in the Faculty Handbook III.A.1.c

Appendix S

Request to Committee on Faculty Status for 

Sabbatical or Leave of Absence

Please submit this check list as a cover page to your request/application.
Name: __________________________________________
Department: __________________________
Rank: ________________________
Request/Application for: ________________________________________________

1. [  ] Check the schedule for Committee on Faculty Status and dates for consideration
2. [  ] Inform your department head Inform your dean 

3. [  ] Review guidelines for requests/applications (and the Faculty Handbook) 

4. [  ] Complete your application and address a cover letter to the VPAA 

5. [  ] Obtain a recommendation from your department/department head
Submission date (to department head): __________ 

6. [  ] Obtain a recommendation from your dean
Submission date (to dean): __________ 

7. [  ] Submit eleven (11) copies plus the original (total 12 copies) of the application and your PDR to the Office of Academic Affairs.

Submission date: __________
Academic Affairs - date received: __________

Appendix T

Syllabus Template from VPAA

*required sections

*Course/section/semester/year

*Instructor information


Office


Office hours


Contact information

*Course description (from Catalog)

*Prerequisites

*Link to related learning goals


Siena Mission and Learning Goals (Siena Mission and Learning Goals)


School Mission and Learning Goals (Mission Statements/Learning Goals)


Major/Program Mission and Learning Goals (Individual Link)

*Course-level learning goals (Writing Learning Outcomes - Tutorial)


At the end of this course, students will be able to


1.


2.



3.

*Materials students need

*Means of assessment (indicate which course-level learning goal the assignments assess)

Short description of assignments

Amount each counts
Expectations


Treatment of others


Class participation


Class preparation

Teaching approach

Schedule

Policies

*Academic integrity policy (Academic Integrity)
*Accommodations policy (Policies and Forms)
*Emergency preparedness (Emergency Info)
*Attendance policy (Policies and Forms)

Cell phone use (Cell Phone Policy)

Late assignments

Missed exams/quizzes

Missed presentations

School closings

Expectations for student athletes

Quality of written work

Appendix U

Budget Management and Reimbursement

Guidelines for Faculty Travel

Siena College 
School of Liberal Arts 

Submission procedures:

· Requests must be submitted to the Office of the Dean of Liberal Arts, using the School of Liberal Arts Travel Request form.  The form must be filled out completely and should be submitted electronically to Diana King, dking@siena.edu

· Submission dates:

· September 15:

All anticipated travel Dec. 1 – May 31

· March 15:

All anticipated travel June 1 – Nov. 30

Additional or revised requests March 26-May 31

Completion of Funding:

· Faculty members should request funding based on their anticipated travel.  It is not necessary that the presentation be accepted at the time you apply for funding.  The application is for budgeting purposes; expenses are reimbursed based on original receipts and verification of participation at the event. Please submit a registration form or other evidence.

· No expenses will be paid in advance unless participation in the conference in verified.

· Payment of expenses is contingent upon the faculty member’s completing the Travel Expense Report with original receipts and verification of participation at the event within 10 business days of her/his return from travel.  

Guiding Principles for Funding:

· Full-time faculty receives first priority consideration. ¾ time faculty may be considered in exceptional circumstances.

· Maximum will be $1,500 per faculty member per year, subject to the availability of funds.

· Faculty members should prioritize multiple requests.  

· First priority funding is for professional activity at which faculty members are official, active participants (not attendees). This includes (but is not limited to) presenting a paper, chairing or serving on a panel, conducting a workshop, and serving as officer of an academic association or as an “official representative” of Siena College. Faculty who are attending only may request registration fees. 

· Exceptions are at the discretion of the Dean of Liberal Arts.

· College-wide guidelines available at http://www.siena.edu/pages/730.asp click on Policy Manual.

If you have questions or require clarification, please contact Ralph Blasting, Dean of Liberal Arts, 783-2320, rblasting@siena.edu.

Siena College

Travel and Entertainment Policy
Travel and Entertainment expenses incurred while conducting official College business will be paid or reimbursed if the expenses are properly authorized, reasonable and appropriately documented.  Periodically, we understand that certain travel arrangements require special handling; for instance foreign travel.  Please contact Beth Kiernan, Director of Business Affairs as far in advance of such travel so that the most effective arrangements maybe made.

Travel 

Travel expenses includes the cost of transportation and, if an overnight trip, the costs of lodging and meals for the College employee traveling for the purposes of conducting College business or attending professional development programs.  Normal commuting between an employee’s home and regular place of employment is not official travel.

When planning a trip, the employee is directed to select the most economic mode of transportation which will satisfy the travel schedule.  In most circumstances, it is expected that the automobile will be considered the primary mode of transportation. 

The College maintains a fleet of passenger vehicles for employee use when traveling on College business. It is expected that employees will utilize these vans, when available, for all business travel by automobile.  Please refer to the “College Vehicle & Driver Policy” for details regarding the use of these vans.

Individuals may rent a vehicle if either the fleet vans are unavailable, or when ground transportation is needed in an out of town destination.   The College maintains nation wide corporate accounts with a number of national car rental agencies.  It is expected that employees will utilize the corporate account(s) when arranging for vehicle rentals.  Corporate account information will be provided when your purchase order for the vehicle rental is approved.  

Under certain circumstances, it may be appropriate for an employee to consider other means of travel.  When using public carrier, every effort should be made to obtain the greatest discount available.  For airline travel, it is expected the most economical flights will be selected, unless the travel time is extraordinarily less convenient for the employee.  

Expense limitations

The following guidelines are provided to indicate what the College would consider reasonable.

Meals:  $30 per day. Meals provided at sites located in large urban locations, (NYC, Boston) $45 per day.

Room Accommodations: Single room accommodations for a standard room.

Personal Automobile:  Fifty cents (.50) per mile
Other Expenses:


Other reimbursable items include: reasonable tips, taxicab fares, highway toll charges, parking fees and telephone calls incident to trip business.  The College will not cover expenses that are not directly related to or necessary for the purpose of the travel. Examples of such expenses are movies, newspaper, laundry and personal entertainment costs.


The employee is responsible for any personal items lost, stolen or damaged while traveling for College activities.


Gifts in lieu of lodging – If an employee is traveling on official College business and is gratuitously provided lodging or meals, modest gestures of appreciation may be considered an acceptable travel expense.  Such expenses should be pre-approved by the Office of Business Affairs.

Travel Advances


Travel advances may be obtained from the office of Business Affairs via check request or petty cash.  The purpose of the advance is to provide for incidental expenses related to the travel such as tipping, tolls and parking.  Every effort should be made to arrange for the payment of the more significant travel expenses such as transportation, hotel accommodations, or conference registrations via the College’s purchasing system.   If employees advance their own funds, they will be reimbursed upon the conclusion of the trip, and they must use the College’s tax-exempt certificate when paying for these items, as the College will not reimburse for NYS Sales Tax.


No travel advance will be issued to an individual who has a travel advance outstanding. (Business Affairs will provide each Vice President with a listing of outstanding travel advances monthly).

Travel Expense Reports

Travel expenses should be documented on the Travel Expense Report and submitted to the Business Affairs Office within 10 business days of your return to campus. 

Expenses will be reimbursed based on the actual expenses incurred. Original documents and records must substantiate all expenses claimed for reimbursement. The supporting documents must clearly indicate:
a. the amount of the expense itemized 

b. the time and place of the travel and/or entertainment 

c. the specific business purpose of the expense 

d. the names and business relationship to the College of all individuals attending the meeting, meal or event.
The College will not pay for any travel expenses incurred by the employee family members or traveling companions.

Entertainment

Entertainment expenses are those expenses that are incurred for ordinary and necessary business entertainment, undertaken for the purpose of furtherance of the College’s Mission. Therefore, entertainment related expenses for meeting/events attended solely by employees of the College (with the exception of the occasional goodwill entertaining hosted by the Vice-President) would not be considered allowable.  All entertainment related expenditures must be pre-approved by the Vice-President or his/her designee prior to submission to Business Affairs.

All travel expense reports and entertainment expenses must be approved by the employee’s direct supervisor prior to submission to Business Affairs.
Liberal Arts Reimbursement or Invoice Payment Request Form

	Requestor's Name:
	 
	 
	 
	Date:
	 
	
	

	
	
	
	
	
	
	
	

	Amount to be paid:
	$
	 
	
	
	
	
	

	
	
	
	
	
	
	
	

	Payable to:
	 
	 
	 
	 
	 
	
	

	
	If a student - include SID; if non-Siena employee - include SS# & home address
	

	
	
	
	
	
	
	
	

	
	 
	 
	 
	 
	 
	
	

	
	
	
	
	
	
	
	

	Description of Expense:
	(Please be as thorough as possible)
	 
	
	

	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	
	

	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	
	

	
	
	
	
	
	
	
	

	Budget from which to pay:
	 
	 
	 
	 
	 
	
	

	
	
	
	
	
	
	
	

	             Budget Administrator's Approval:
	 
	 
	 
	 
	
	

	
	
	
	
	
	
	
	

	
	Please attach original receipt(s) or Invoice
	
	
	

	
	
	
	
	
	
	
	

	Travel reimbursements require the Siena College Travel Expense Report form
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Purchasing Policy:
	
	
	
	
	
	
	

	Expenses will be reimbursed based on the actual expenses incurred.  Original documents and records

	must substantiate all expenses claimed for reimbursement.  The supporting documents must clearly
	

	indicate:
	
	
	
	
	
	
	

	*
	Amount of the expense itemized
	
	
	
	

	*
	Time and place of the event expense
	
	
	
	

	*
	Specific business purpose of the expense
	
	
	

	*
	Names and business relationship to the College of all individuals
	


Liberal Travel Expense Report

Please submit this form and original receipts to SH 321 within 5 business days of your return.  
	Name:
	 
	 
	Date:
	 

	
	
	
	
	

	Purpose of Trip:
	 
	 
	 
	 

	 
	 
	 
	 
	 

	
	
	
	
	

	Departure Date:
	 
	 
	Return Date:
	 

	 
	 
	 
	 
	 

	
	
	
	
	

	Fund: U001
	Org: 2A0002
	   Account: Below
	Prog: DO
	

	
	
	
	
	

	Account
	
	
	
	

	11210
	Transportation
	PA - Private Auto
	PC - Public Car
	

	
	
	CV - College Vehicle
	RC - Rental Car
	

	
	
	
	Plane/Train Fare
	 

	
	
	
	
	

	From
	To
	Mode
	# Miles
	 X .50 

	 
	 
	 
	 
	 $                     -   

	 
	 
	 
	 
	 $                     -   

	 
	 
	 
	 
	 $                     -   

	 
	 
	 
	 
	 $                     -   

	
	
	
	
	

	11220
	Lodging:
	 
	
	 

	11230
	Meals:     
	 
	
	 

	
	             
	 
	
	

	
	             
	
	
	

	11240
	Tips & Other: 
	 
	
	 

	
	                    
	 
	
	

	
	                   
	
	
	

	11250
	Parking/Cab/Tolls:
	 
	
	 

	
	                          
	 
	
	

	11270
	Conference Fees: 
	 
	
	 

	
	                          
	 
	
	

	
	
	
	
	 

	Total Expenses:
	 
	 
	 $                     -   

	
	
	
	
	

	Less Travel Advance:
	Amount received:
	 
	

	
	
	
	
	

	Amount Due Payee or College:
	
	
	 $                     -   

	
	
	
	
	

	
	
	Amount Approved:
	 
	

	
	
	
	
	 

	 
	 
	 
	 
	

	 
	
	 
	
	 

	Payee Signature
	
	Dean's Signature
	
	 Business Affairs 

	
	
	
	
	


Liberal Arts Travel Expense Report, No FOPAL
Please submit this form and original receipts to SH 321 within 5 business days of your return. 
	Name:
	 
	 
	Date:
	 
	

	
	
	
	
	
	

	Purpose of Trip:
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	
	
	
	
	
	

	Departure Date:
	 
	 
	Return Date:
	 
	

	 
	 
	 
	 
	 
	

	
	
	
	
	
	

	Fund: U001
	Org:
	   Account: 
	Prog: A0
	
	

	
	
	
	
	
	

	Account
	
	
	
	
	

	
	Transportation
	PA - Private Auto
	PC - Public Car
	
	

	
	
	CV - College Vehicle
	RC - Rental Car
	
	

	
	
	
	
	
	

	From
	To
	Mode
	# Miles
	 X .50 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 $                     -   
	

	 
	 
	 
	 
	 $                     -   
	

	 
	 
	 
	 
	 $                     -   
	

	
	
	
	
	
	

	11220
	Lodging:
	 
	
	 
	

	11230
	Meals:     
	 
	
	 
	

	
	             
	 
	
	
	

	
	             
	
	
	
	

	11240
	Tips & Other: 
	 
	
	 
	

	
	                    
	 
	
	
	

	
	                   
	
	
	
	

	11250
	Parking/Cab/Tolls:
	 
	
	 
	

	
	                          
	 
	
	
	

	11270
	Conference Fees: 
	 
	
	 
	

	
	                          
	 
	
	
	

	
	
	
	
	 
	

	Total Expenses:
	 
	 
	 $                     -   
	

	
	
	
	
	
	

	Less Travel Advance:
	Amount received:
	 
	
	

	
	
	
	
	
	

	Amount Due Payee or College:
	
	
	 $                     -   
	

	
	
	
	
	
	

	
	
	
	
	 
	

	 
	 
	 
	 
	
	

	 
	
	 
	
	 
	

	Payee Signature
	
	Dean's Signature
	
	 Business Affairs 
	

	
	
	
	
	
	


Siena College Check Request

School of Liberal Arts

Siena Hall 321 – Ext. 2327
Vendor Name:__________________________________   Dated:___________________

Vendor Number: ________________________
Tax ID, SSN or ID:______________

Vendor Address:__________________________    If Checked ​​​__________ please use:


_____________________________________        
515 Loudon Road


_____________________________________
Loudonville, NY 12211


Fund

Organization

Account

Program
Amount
_______
___________

________

_______
$___________

_______
___________

________

_______
$___________

_______
___________

________

_______
$___________

Description:

Check Handling:
Mail:________________  
                                     Pick Up in Business Affairs on:__________________________

                                     Other:_______________________________________________
                  
______________
 ________________________        _______________________
Requested By

Departmental Approval/Dean       Business Affairs Approval

For SLA:  Budget Name:  ___________________  Recorded _____
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Appendix V
Request for Faculty Positions Guidelines
The dean’s primary criteria for faculty lines:

Enrollments

Proportion of f/t to p/t sections taught in the department

Changes in faculty load due to Reassigned Time.  This can be expanded to include part-schedule teaching or other factors

Special Needs (the catch-all category which allows you to fill in your particular vision for the department and this position)  

NEW CONTINUING OR VISITING FULL-TIME FACULTY POSITION REQUESTS

 

(The following suggested “principles” and “guidelines” provide a framework for consideration in the development of new continuing or visiting full time faculty position requests. All requests must be submitted by the Department Head to the School Dean and then to the Vice President for Academic Affairs.)

 

Principles

 

1.    Searches will be authorized at the rank of Assistant Professor, entry level.  Any requests to fill a position in any other manner will require a detailed rationale describing the compelling reasons for the request.

 

2.   Every search request will be examined against a statement of vision and goals for the department.

 

3.    Consideration of search requests will take into account a variety of factors including enrollment patterns and teaching needs, programmatic impact within the department, the relationship of the position to other departments and programs in the college, and the potential to obtain external support for curricular development if such curricular development is anticipated by the additional post.

 

4.   Positions that were authorized for the previous year (2002/03) and were not filled will be considered without regard to the guidelines that follow.

 

Guidelines

 

Position requests should present a comprehensive analysis that takes into account both the qualitative dimensions of the academic program and the quantitative dimensions related to enrollment trends and curricular offerings.  Each request for a new or replacement position should address the following items.

 

1.   What is the vision in the department for its program and faculty for the coming years?  What short term and long term goals does the department have for its own development?

 

2.   How does the position relate to other positions in the department and to the department's curriculum and research agendae?  What contribution does the department anticipate the new faculty member will make in teaching and research?  If appropriate to the position, what potential exists for the new faculty member to obtain external support? 

 

3.    Are there any anticipated changes, such as retirements, projected in the department over the next three to five years?

 

4.    What are the recent (past three years), current, and projected enrollments, teaching, and advising needs?

 

5.    What is your assessment of the quality of teaching, curriculum, and research in your department?  How will this new person enhance each of those areas?  Service and professional activity?

 

6.    What explicit plan does the department have for providing professional development and mentoring in both teaching and research for the new faculty member?

 

7.    What are the existing and potential linkages of this position with other faculty and programs in the college?  What would be the impact of not filling this position on other departments and programs in the college?  It would be useful and informative here to include statements from other department heads whose programs will be affected by the new faculty hire?

 

8.   What special costs and needs will be associated with filling this position?  Will filling this position entail additional space, library, equipment or computing needs?

 

9.    How might the following alternatives be used in lieu of filling this position? 

a.       Using part-time faculty for critical teaching areas?

b.      Appointing a visiting faculty member (if request is for a continuing position) for a term contract?

c.       Leaving the position vacant?

 

10.               What process was used in the department to develop the position request?   What consultation occurred outside of the department?

 

11.              How will filling this position have an impact on day/evening sections?  On non-major and upper/lower level course coverage?

 

If you have any questions pertaining to this suggested outline, please contact the Vice President for Academic Affairs. 




� EMBED Word.Picture.8  ���








PAGE  
37

[image: image105.png]SIENA
iBCOLLEGE



_1279524265.unknown

_1279524281.unknown

_1279524289.unknown

_1279524293.unknown

_1279524295.unknown

_1279524296.unknown

_1279524294.unknown

_1279524291.unknown

_1279524292.unknown

_1279524290.unknown

_1279524285.unknown

_1279524287.unknown

_1279524288.unknown

_1279524286.unknown

_1279524283.unknown

_1279524284.unknown

_1279524282.unknown

_1279524273.unknown

_1279524277.unknown

_1279524279.unknown

_1279524280.unknown

_1279524278.unknown

_1279524275.unknown

_1279524276.unknown

_1279524274.unknown

_1279524269.unknown

_1279524271.unknown

_1279524272.unknown

_1279524270.unknown

_1279524267.unknown

_1279524268.unknown

_1279524266.unknown

_1279524233.unknown

_1279524249.unknown

_1279524257.unknown

_1279524261.unknown

_1279524263.unknown

_1279524264.unknown

_1279524262.unknown

_1279524259.unknown

_1279524260.unknown

_1279524258.unknown

_1279524253.unknown

_1279524255.unknown

_1279524256.unknown

_1279524254.unknown

_1279524251.unknown

_1279524252.unknown

_1279524250.unknown

_1279524241.unknown

_1279524245.unknown

_1279524247.unknown

_1279524248.unknown

_1279524246.unknown

_1279524243.unknown

_1279524244.unknown

_1279524242.unknown

_1279524237.unknown

_1279524239.unknown

_1279524240.unknown

_1279524238.unknown

_1279524235.unknown

_1279524236.unknown

_1279524234.unknown

_1279524217.unknown

_1279524225.unknown

_1279524229.unknown

_1279524231.unknown

_1279524232.unknown

_1279524230.unknown

_1279524227.unknown

_1279524228.unknown

_1279524226.unknown

_1279524221.unknown

_1279524223.unknown

_1279524224.unknown

_1279524222.unknown

_1279524219.unknown

_1279524220.unknown

_1279524218.unknown

_1279524209.unknown

_1279524213.unknown

_1279524215.unknown

_1279524216.unknown

_1279524214.unknown

_1279524211.unknown

_1279524212.unknown

_1279524210.unknown

_1279524205.unknown

_1279524207.unknown

_1279524208.unknown

_1279524206.unknown

_1279524201.unknown

_1279524203.unknown

_1279524204.unknown

_1279524202.unknown

_1279524199.unknown

_1279524200.unknown

_1279524197.unknown

_1279524198.unknown

_1279524195.unknown

_1279524196.unknown

_1018769408.doc
[image: image1.png]SIENA
iBCOLLEGE







