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INTRODUCTION 
Message from the Dean 
A strong, engaged faculty is the cornerstone of the University. The School of Arts & Letters 

(SoAL) is fortunate in being home to an outstanding 
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Editorial Note 
The School of Arts and Letters is a unit of Middle Georgia State University, which is in turn 

part of the University System of Georgia (USG) and governed by the Board of Regents (BoR). 

In the case of discrepancies between MGA or USG policy and this Handbook, MGA or USG 

policy will always prevail. 

 
Additional Resources 

• USG BOR Policy Manual 

https://www.usg.edu/policymanual/ 

• USG Academic & Student Affairs Handbook 

https://www.usg.edu/academic_affairs_handbook/ 

• Middle Georgia State University Faculty Handbook 

https://www.mga.edu/faculty-staff/docs/MGA_Faculty_Handbook.pdf 

• Middle Georgia State University Policy Manual (Human Resources) 

https://policies.mga.edu/ 

• Middle Georgia State University Academic Catalog - Undergraduate 

https://mga.smartcatalogiq.com/2022-2023/undergraduate-catalog/ 

• Middle Georgia State University Academic Catalog – Graduate 

https://mga.smartcatalogiq.com/2022-2023/the-office-of-graduate-studies-academic-

catalog/ 

• Middle Georgia State University Student Handbook and Code of Conduct 

https://www.mga.edu/student-handbook/index.php 

• Middle Georgia State University Student Policies 

https://policies.mga.edu/policy-manual/section-4-student-affairs/4-1-student-

handbook-code-of-conduct/index.php 

• Middle Georgia State University FERPA Policy 

https://policies.mga.edu/policy-manual/section-10-records/10-2-ferpa.php 

 

 

https://www.usg.edu/policymanual/
https://www.usg.edu/academic_affairs_handbook/
https://www.mga.edu/faculty-staff/docs/MGA_Faculty_Handbook.pdf
https://policies.mga.edu/
https://mga.smartcatalogiq.com/2022-2023/undergraduate-catalog/
https://mga.smartcatalogiq.com/2022-2023/the-office-of-graduate-studies-academic-catalog/
https://mga.smartcatalogiq.com/2022-2023/the-office-of-graduate-studies-academic-catalog/
https://www.mga.edu/student-handbook/index.php
https://policies.mga.edu/policy-manual/section-4-student-affairs/4-1-student-handbook-code-of-conduct/index.php
https://policies.mga.edu/policy-manual/section-4-student-affairs/4-1-student-handbook-code-of-conduct/index.php
https://policies.mga.edu/policy-manual/section-10-records/10-2-ferpa.php
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ABOUT THE SCHOOL 
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• Strategy 3: Build support systems for scholarship across the continuum 

Imperative Four: Build Community 

• Strategy 1: 
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Academic Programs 
Department of English 

 M.A. in Technical and Professional Writing 

 Graduate Certificate in Technical Writing and Digital Communication 

 Graduate Certificate in Creative Writing 

 Graduate Certificate in Teaching College Writing 

 B.A. in English with concentrations in 

• Generalist 

• Professional Writing 

• Creative Writing 

• Pre-Law 

• Teacher Certification (secondary education) 

• Literature 

 Minor in Professional Writing 

 Minor in Creative Writing 
 

Department of History 

 B.A. in History with concentrations in 

• Generalist 

• Documentary Film (with an option to add the Georgia Film Academy Certificate) 

• Public History 

• Teacher Certification (secondary education) 

 Minor in U.S. History 

 Minor in World History 
 

Department of Media, Culture, & the Arts 

 M.A. in Public Relations 

 Graduate Certificate in Strategic Business Communication 
 B.A. in Applied Art and Design with concentrations in 

• Generalist 

• Film 

• Graphic Design  

• Painting 

• Digital Media 
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 B.A. in Interdisciplinary Studies with optional Integrated Media, Technology, and Arts overlay 
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ADMINISTRATIVE GUIDELINES 
Faculty should familiarize themselves with administrative policies in the Middle Georgia State 

University Faculty Handbook, as well as those in manuals and handbooks listed on Page 4. 

For specific administrative guidelines, see the MGA Faculty Handbook, Section 4 (Faculty 

Employment Policies), Section 5 (Faculty Rights and Responsibilities), and Section 6 

(General Personnel Policies). The following information clarifies or amplifies institutional 

policy as specifically applicable to the School of Arts & Letters. 

 
Communications 
Faculty  we

 

https://www.mga.edu/marketing-communications/email-signature-instructions.php
https://www.mga.edu/marketing-communications/email-signature-instructions.php
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INSTRUCTIONAL GUIDELINES 
Faculty should familiarize themselves with instructional policies in the Middle Georgia State 

University Handbook, as well as those in manuals and handbooks listed on Page 4. For 

specific instructional policies regarding office hours, syllabi, textbooks, grades, etc., please 

see Section 5 of the MGA Faculty Handbook (Faculty Rights and Responsibilities), with focus 

on Section 5.04 (Faculty Instructional Policies). The following information clarifies or amplifies 

Instructional Guidelines within the School of Arts & Letters. 

 
New Faculty 
New full-time Faculty in SoAL will be on-boarded through Human Resources. Within SoAL, 

new faculty may receive additional training in the online Learning Management System 

(Brightspace/ D2L) from MGA’s Center for Excellence in Teaching & Learning 

(https://www.mga.edu/center-excellence-teaching-learning/index.php). New Faculty will also 

be assigned to a faculty mentor who will help the new faculty member transition to the 

University and become familiar USG/ MGA policies and procedures. All new faculty members 

will be encouraged to engage in faculty development opportunities, especially those offered 

by MGA, and they will be observed at least once by their mentor and/or Department Chair 

teaching a class in their first semester prior to the first annual evaluation process. 

 
Syllabi 
All syllabi in the School of Arts & Letters must include specific information as required by 

MGA policy. Faculty should check their syllabi every semester to ensure that items on the 

syllabus checklist are included (MGA Faculty Handbook, 5.04.02). The checklist is available 

here https://www.mga.edu/faculty-affairs/university-syllabus.php 

Additionally, in support the USG Mindset Growth initiative (as part of the overall Momentum 

Approach strategy),
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Faculty Absence from Class 
Per the MGA Faculty Handbook, Faculty members are expected to meet punctually all 

regularly scheduled sessions of their face-to-face classes. Faculty members who must miss 

one or more of their class sessions must arrange with their chair to have the class covered 

(MGA Faculty Handbook, 5.04.06). 

 
Faculty who are absent from class due to illness, must also report their absence via One USG 

Connect (MGA Faculty Handbook, 6.04.02).  

 
Faculty who plan on being absent from class due to professional travel must receive prior 

approval to travel whether reimbursed or not (MGA Faculty Handbook, 5.08).   

Student Absence and Faculty Initiated Withdrawal 
Per the MGA Faculty Handbook, Faculty are required to include a statement about 

attendance policy and procedures in their syllabi, and they must maintain attendance records 

for all face-to-face and distance education classes (MGA Faculty Handbook, 5.04.05). 

 
Per MGA’s catalog, faculty may initiate a course withdrawal for a student who has excessive 

absences as defined by the University’s attendance policy. Specifically, when students have a 

total number of absences more than twice the number of class meetings per week –
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Withdrawal Form 

(https://www.mga.edu/registrar/docs/Withdrawals_by_Instructor.pdf), making sure 

to include the last date of attendance. 

• Faculty must forward the Faculty Initiated Withdrawal Form to the student, the 

Department Chair, and the Associate Dean via email giving notification that the 

withdrawal process has been initiated. The student should also be informed via  
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MGA Academic Advising, with specific Professional Advisors assigned to the School of Arts & 

Letters (Ms. Joanna Freligh and Ms. Terri Reckart in Macon, and Mr. Colby Long in Cochran). 

During that time, students are assigned in Banner to a Faculty Mentor, who serves as a point 

of contact for students in order to provide advice and support as the student works through 

core classes and prepares for upper level work. At 60 semester hours, majors are transferred 

to their Faculty Mentors who will, thereafter, serve as Faculty Advisors. 

 
Faculty
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B.A. in English; Graduate Certificate in Technical and Professional Writing; Graduate 

Certificate in Creative Writing; Graduate Certificate in Teaching College Writing; Graduate 

Certificate in Strategic Business Communication; M.A. in Technical and Professional Writing; 

and M.A. in Public Relations. All of SoAL’s fully online courses will utilize the MGA Online 

Template in order to maintain consistency through online course offerings across the 

institution. 

 
Workload 
Please see the MGA Faculty Handbook (Section 5.03) for the complete and official workload 

policy. Lecturers should also see MGA Faculty Handbook, Section 4.02.02.3c. Within the 

School of Arts & Letters, faculty who do not have a full teaching load in a given semester due 

to class enrollment will be reassigned to other duties such as administrative projects, retention 

initiatives, or student support.   
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SCHOOL AND DEPARTMENTAL COMMITTEES 
  
  

School of Arts and Letters  

Graduate Education Committee 

Strategic Planning Committee 

Evaluation and PTPTR Committee 
 

English Department 

English Curriculum Committee 

English Assessment Committee  

English Graduate Admissions Committee (meets on rolling basis) 
 

History Department  

History Curriculum Committee 

History Assessment Committee 
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FACULTY PERFORMANCE 
Faculty should familiarize themselves with faculty performance policies in the Middle Georgia 

State University Handbook, as well as those in manuals and handbooks listed on Page 4. For 

specific faculty performance policies, see the MGA Faculty Handbook, Section 4.05:  Annual 

Evaluation (4.05.02.2), Promotion (4.05.02.2, 4.05.02.4 and 4.06), Tenure (4.05.02.2, 4.05.02.4 

and 4.07), and Post-Tenure Review (4.05.02.5 and 4.07.03). 

 

Per MGA Faculty Handbook, Section 
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Evaluation of Teaching for Lecturers and Tenure-Track Faculty 
SoAL is committed to excellence in teaching. All full-time faculty members will be evaluated 
across four distinct teaching categories on an annual basis and during promotion reviews (for 
Lecturers) and during tenure and promotion reviews (for tenure-track faculty). The quality 
indicators in the chart below provide sample means of demonstrating effective performance. 
Lists are neither prescriptive nor exhaustive and all full-time faculty are free to provide 
alternative/additional evidence during evaluation periods.  

SoAL supports the use of high-impact practices as defined by the American Association of 
Colleges and Universities to promote active learning in the classroom.  Definitions and 
examples of active learning and high impact practices can be found in the Faculty 

---
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Student Success metrics in line with 
departmental and/or school norms 
(Data will be provided by the Chair) 

 
Class Observation by Dean, Chair, or 
Peer (may be requested at any time)   
Peer or administrative review of online 
course (may be requested at any time)   
Annual Self-Evaluation 
 
Individual, departmental, school, and 
University success metrics.  

3. Engagement in 
Student Success 
Activities 

Participation in pedagogy-focused 
faculty development activities that 
focus on improving student success 
 
Participation in pedagogy-focused 
faculty development programs that 
focus on improving student success 
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Performance Rubric by Teaching Category 

 Does not Meet Needs 
Improvement 

Meets 
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commitment to 
continuous 
improvement. 

demonstration of 
commitment to 
continuous 
improvement. 

commitment to 
continuous 
improvement. 

exceptional 
commitment to 
continuous 
improvement. 

delivers 
continuous 
improvement in 
the classroom. 

Annual Evaluation Metrics in Teaching for all Full-Time Faculty 
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Promotion Metrics for Tenure Track Faculty and Lecturers 
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Evaluation of Service for Tenure-Track Faculty 
SoAL’s definition and evaluation of service to the Department, School, or 
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Ad hoc cultural-building projects or initiatives in response to current 
events. 
 
Arranging or providing support for cross department/committee 
initiatives.  

Tier 2 Service Examples 

Service to the Community or the 
profession.  

Speeches, lectures, or other service connected to memberships in 
community or professional organizations; service or professional 
projects that engage the faculty member’s professional expertise 
(broadly defined) 
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The faculty 
member is a 
model of 
leadership in 
Culture Building 
for the school. 
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manner  over the 
review period  
OR  
Does not meet 
Tier 2 
expectations 
over the review 
period. 

OR 
Does not 
consistently meet 
Tier 2 expectations 
over the review 
period 
 

meets Tier 2 
expectations.   

AND 
Meets Tier 2 Service 
expectations;  
Service has trended 
towards and achieved 
excellence over the 
review period. 
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Evaluation of Scholarship for Tenure-Track Faculty 
In the School of Arts & Letters, the definition of scholarship aligns with Boyer’s model1 
(scholarship of discovery, teaching, application, and integration) and Shulman’s criteria2 for 
characteristics of scholarship. The School of Arts & Letters, for example, recognizes the value 
of traditional research in one’s discipline, as well as research within the scope of teaching and 
learning. The School of Arts & Letters also recognizes the scholarly nature of creative work in 
the literary, visual, and performing arts. In all cases, guiding principles for defining scholarship 
in the School of Arts and Letters are as follows: 
 
The scholarly process should involve stages: 
 

• Defining a scope or purpose for the project 
• Reviewing existing scholarship in the field 
• Articulating a methodology or theoretical framework and its application to the project. 

 
The completed scholarly work should meet the following criteria: 
 

• The work is significant to the field (impacts the field or adds knowledge to the field) 
• The work is peer-reviewed 
• The work is publicly presented, perf(iek004 Tw 0.27 0 Td
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Performance Rubrics by Scholarship Category 

Scholarship 
Levels 
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Tier 2 • Scholarly book review 

• Article or entry published in 
specialized scholarly 
encyclopedia or reference work 

• Article or entry in a major 
professional newsletter or an 
editorial statement in a major 
professional publication 

• Peer reviewed artistic performance 
or exhibition in a venue of 
documentable cultural significance 

• Artistic workshops, residencies, 
demonstrations, lecture or other 
public addresses in a venue of 
documentable cultural significance 

• Critique or review of a major 
exhibition in a reputable 
publication (print or digital)   

• Peer reviewed scholarly 
presentation at conferences of 
outstanding quality and 
distinction in the field 

• **Graduate/undergraduate 
research projects or creative 
endeavors which result in 
collaborative presentations, 
performances, or publications with 
students 

• Scholarly grant award 

• Peer-reviewed article 
published in conference 
proceedings 

• Editor, Associate Editor, or 
Special Issue Editor of a 
refereed journal 

• Copy of or excerpts from published 
work; artist portfolios; copy of 
conference literature 

• Documentation of grant 
submission and/or award 

• Documentation of editorial work 

• Appropriate documentation and 
explanation of creative endeavors 
such as exhibits and/or performances 
(e.g. peer letters and evaluations; 
reviews in newspapers, journals, or 
magazines; press releases; 
performance/exhibition invitations; 
performance/exhibition 
announcements; venue descriptions; 
jury composition; catalogs, etc.) 

• Documentation of 
research/artistic scholarship 
award 
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Tier 3 • Scholarly paper presented at academic 
conference 

• Invited keynotes, public lectures, 
creative presentations or 
performances 

• Conference panel or session organizer 

• Peer reviewed artistic performance or 
exhibition at access/local/community 
venues 

• Artistic workshops, residencies, 
demonstrations, lecture or other 
public addresses at 
access/local/community venues 

• **Sharing research with students in 
graduate/undergraduate research 
projects or creative endeavors which 
result in student presentations, 
performances, or publications 

• Reviewing scholarly or creative work 
for possible publication (as a member 
of an editorial board of a refereed 
academic journal or a literary journal) 

• Reviewing scholarly or creative work for 
possible publication (by invitation of an 
editor of a refereed academic journal or 
literary journal) 

• Scholarly adjudicator in performance 
competitions 

• Articulating and/or making progress in a 
focused program of research or a 
creative endeavor for which 
performance, presentation, or 
publication is expected 

• Completing significant professional 
development activities connected to 
scholarship agenda  

• Copy of program; copy of conference 
literature; documentation of student 
presentation, performance, or 
publication 

• Reviewer comments or a decision 
letter which supports that a 
manuscript was reviewed; written 
verification of acceptance of work 
for publication 

• appropriate documentation and 
explanation of creative endeavors 
such as exhibits and/or performances 
(e.g. peer letters and evaluations; 
reviews in ne 
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Annual Evaluation Metrics in Scholarship 
SoAL 



35 
 

towards 
scholarly 
goals over 
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Evaluation of Student Success for Lecturers and Tenure-Track Faculty  
 
In each evaluation cycle and at times of promotion, tenure, and post tenure review, full time faculty 
will be evaluated on student success engagement.  For tenure-track faculty, student success 
metrics are derived from faculty members’ student success metrics which are embedded in the 
teaching, service, and scholarship rubrics on pages 19-37 



37 
 

Engagement, 
Support, 
and/or 
Recruitment
) 

recruitment 
activities; no 
evidence of 
productivity. 

without evidence 
of any significant  
productivity. 

recruitment 
activities with 
evidence of 
productivity. 

OR 
Significant leadership 
roles. 

OR 
Documentable 
productivity/excellenc
e connected to student 
engagement, support, 
and recruitment; 
successful creation of 
new programs or 
projects. 

activities or 
creation of 
new programs 
or projects  
with 
documentabl
e success 

AND 
Significant 
leadership 
roles; 

AND 
The faculty 
member is a 
model of 
leadership in 
Student 
Success 
Service for the 
school 

Engagement 
in the 
Scholarship 
of Teaching 
and Learning 

Has 
completed no 
scholarly 
project 
related to 
student 
success; does 
not show 
evidence of 
making 
progress 
towards 
scholarly goals 
in the Boyer 
arena of 
Scholarship. 

Has completed one 
or fewer student 
success/Scholarshi
p of Teaching 
scholarly projects 
from Tier 2 or 3 
and none from Tier 
1; shows some 
evidence of making 
progress towards 
scholarly goals in 
Teaching. 

Meets 
expectations 
by completing 
at least two 
student 
success 
scholarly 
projects from 
Tier 2 or 3; 
has 
documented 
progress 
towards 
achieving 
scholarly 
goals. 

Has documented 
achievement of scholarly 
goals: Has completed 
one or more Tier 1 
scholarly projects in the 
Boyer domain of 
Teaching  
OR  
Has completed two or 
more student success 
scholarly projects from 
Tier 2 or 3 with 
documentable, 
significant progress 
towards Tier 1 (e.g. book 
contracts, article 
acceptance, significant 
progress towards 
completion and 
presentation of body of 
artistic work; 
invitation/acceptance to 
culturally noteworthy 
performance/ exhibition 
venue, etc.) 

Has completed 
two or more 
Tier 1 projects 
in peer-
reviewed 
arenas of 
cultural 
significance 
projects in the 
Boyer domain 
of Teaching ; 
The faculty 
member serves 
as a model 
and/or leader 
in the 
scholarship of 
Teaching within 
the school 



38 
 

Annual Evaluation Rubric for Student Success 

Does not Meet Needs 
Improvement 

Meets Exceeds  Exemplary 

The faculty 
member is not 
engaged in student 
success activities 
within the teaching 
category. 

The faculty member 
is not substantially 
engaged in student 
success activities 
within the teaching 
category and needs 
improvement. 

The faculty member 
is substantially 
engaged in student 
success activities 
within the teaching 
category. 

In addition to 
meeting all student 
success expectation 
in teaching, the 
faculty member 



39 
 

progressive
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Faculty Performance Appendix 
  
This appendix provides additional definitions and examples related to teaching and student 
success to provide additional guidance and support to faculty in completing their self-
evaluation.  This is a limited collection of examples.  
 

MGA High Impact Practices - Examples with Definitions 
 
Capstone  
Capstone courses are culminating experiences that require students nearing the end of 
their learning pathway to create a project that integrates and applies what they’ve learned 
over the course of the program of study. The project might be a research paper, a 
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Student Success Faculty Activity Examples in Teaching, Service, and Scholarship 
 

Evaluation Categories Faculty activities that support Student Success Assessment Tools 

Teaching Development or support of 
internships/experiential/service learning 

Annual self-evaluation; student 
feedback 

Leading Honors projects Annual self 
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Participation in orientations Annual self-evaluation; student 
feedback 

Advising and mentoring Annual self-evaluation; student 
feedback 

Arranging lectures, performances, other 
programming for students 

Annual 

feedback
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