Guidelines for Writing FEC Reports

Reports will be typed in 10pt Arial font and include only those items and activities that were completed within the evaluation period (September 1-August 31st).  Reports will not list upcoming exhibitions, publications, or lectures, as these items can be listed on future IPRs. “Completed” is defined as an exhibition that opened during the evaluation period or a publication that was published within the evaluation period. If an item or activity was listed as part of a successful advancement application, it cannot be used again, even if some of the actual date falls within the new evaluation period.
Reports will cover the same areas, use total numbers, and list specifics in consistent terms for all faculty members. All members will be referred to by their formal title in the reports, i.e.: Assistant Professor Smith, Associate Professor Smith, or Professor Smith.

Faculty should consider these criteria as guidelines for the activities, not as a checklist. These are the minimum standards required to achieve a Normal Increment.  Simply fulfilling the minimum criteria does not guarantee Tenure or Promotion if there has not been a wide range of consistent and high-quality achievements sustained throughout the entire evaluation period. For Promotion, Tenure or Merit, the faculty member must significantly exceed these minimum standards.

The FEC shall determine through this documentation the value and stature of each member’s contribution to the subject of art (i.e., the relative importance of exhibitions in major museums, galleries, or other venues; nature of contributions in art critical fields; publications, and/ or awards) as documented by the faculty member. Reports should include:


(1) Opening Statement
This statement outlines the FEC’s recommendation (Less-Than-Normal, Normal, Merit, Tenure, Promotion based on area/s). Terms: (Outstanding, Above Normal, Normal, Less-Than-Normal). If documentation was submitted late, the statement should state when it was received and should mention if it was not prepared properly. 

(2) Teaching
This section refers to the SEC report, include the Summary Rating System, and outlined activities. It includes: total numbers of regular courses taught and note if syllabi are present and conform to Department guidelines. It lists thesis committees, graduate independent studies, and internship students (only students officially registered), and includes the total number and types of committees when applicable. It notes the number of assigned advisees (as opposed to informal advisees) provided by the Department Administrative Associate and includes any additional teaching activities (see the Additional Teaching section of the DIAF form).  

(3) Research/Creative Activity 

This section includes: total number of publications/exhibitions; titles; locations; jurors, editors, other significant artists in the exhibition, if documented; and whether local, regional, national or international, juried, invitational, etc. It includes only those items completed during the evaluation period and does not include upcoming activities. It lists any additional activities (see Categories section of the DIAF form).

(4) Service

This section includes: total number of committees; list of the committees by name; indication as to whether service is to the department and/or university; additional service, etc.; and if faculty/member is a chair of the committee. It includes any additional service activities (see the Additional Service section of the DIAF form).

(5) Summary
This section re-states the FEC’s recommendation using the following terms: Strongly Support, Highly Support, and/or Support, based on the area(s) of Teaching, Research/Creative Activity, and Service. See Sample FEC report in Appendix C.

