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Graduate Studies Policies and Procedures

Introduction

This handbook supplements statements of policy and procedure found in the Graduate
Bulletin, published to the web every year. It is intended specifically to clarify process for
faculty and staff--and to guide the deliberations/actions of Graduate Council.

Mission

Graduate study at the University of Montevallo is directly linked to the University’s
overall mission through providing professional programs of focused study and avenues
for continuing growth to students who have made a commitment to careersin a
selected number of fields. According to the Vision Statement of UM’s Strategic Plan,
“Our vision for graduate students builds on [the University’s] undergraduate foundation,
using traditional and innovative instructional methods to foster growth in specialized
skills and knowledge required by practicing educators, counselors, speech-language
clinicians, scholars in the humanities, and other professional leaders, within a nurturing
environment steeped in the unique ‘Montevallo experience.”

High-quality educational experiences are emphasized that will allow graduates to
practice in and contribute to their chosen profession or field of scholarship at deeper
levels of complexity, challenge, and specialization through engagement in research
and/or professional practice. Each program is designed to offer the graduate student
opportunities to extend and apply old and new knowledge and skills, and to develop
greater intellectual maturity and creative independence.

All eligible graduate programs that are offered at the University of Montevallo have
received professional accreditation at the state and/or national level in their given field,
and all programs are supported by the University’s base of liberal arts and sciences.

Graduate study at the University of Montevallo complements the undergraduate
program, providing the same sense of community and quality of interaction between
students and faculty.

Further, the University creates an appropriate graduate environment by insuring
adequate and up-to-date library resources, faculty-sponsored graduate student
gatherings and paper presentations, advice from faculty regarding proper publication
and conference channels, and a graduate seminar-like setting in many of its graduate
classes.



Governance

The Board of Trustees at the University of Montevallo is charged with authority to
approve:

° the number and type of graduate degrees;

) the number and nature of departments, divisions, schools or colleges through
which the curriculum is administered; and

° the extent to which the institution should offer distance learning programs.

Graduate Council. It is the responsibility of the Graduate Council to determine policy
concerning the graduate program, including review and approval of new and existing
graduate curricula and programs, (with such actions then referred to the Vice-President
for Academic Affairs), eligibility for graduate faculty status, review and renewal of
graduate faculty, and to consider such other business that may be submitted to it
pertaining to graduate programs. The Graduate Council is composed of at least one
graduate faculty member from each department that has a graduate program. The
Dean of Graduate Studies serves as chairperson, and the academic deans and the
Director of Graduate Admissions and Records serve as ex-officio members.

Each academic department that houses a graduate program will seat at least one
member on Graduate Council. Upon request and approval of Council, departments with
more than one graduate program may seat additional representatives by program.

The Dean of Graduate Studies shall invite each department without a graduate program
but with graduate courses to be present when input/participation from that department
is deemed necessary by Council.

Administration of Programs. Graduate programs are administered primarily within the
academic department and the appropriate college.

Graduate Faculty. The University of Montevallo shall seek to employ faculty fully
qualified and highly competent to provide sound and effective graduate instruction.
Full-time and adjunct faculty who teach graduate courses must be approved according
to one of the following categories:

1) Regular Graduate Faculty — the faculty member is a full-time, University of
Montevallo employee and holds a terminal degree in the teaching discipline (or a
closely related discipline)

2) Associate Graduate Faculty — the faculty member is a full-time, University of
Montevallo employee but does not hold a terminal degree in the teaching
discipline (or a closely related discipline)



3) Adjunct Graduate Faculty — the individual teaches at the University of
Montevallo on a part-time basis, and may or may not hold a terminal degree in
the teaching discipline (or a closely related discipline) [While adjunct faculty
often will be necessary to address unusual institutional needs and to enhance
the instruction/professional preparation of graduate students, the number of
part-time faculty providing graduate instruction shall be limited.]

Initial Review. Prior to the assignment of a faculty member (regardless of the status
described above) to teach a graduate course, the Department Chair, College Dean, and
Dean of Graduate Studies must review and grant approval.

The primary criteria for approval include:

. holding the appropriate academic credential--an earned doctorate in the
teaching discipline or a closely related discipline, or a master’s degree which is
considered a terminal degree in the discipline (e.g., M.F.A.); and

° demonstration of currency in the discipline--continued scholarly, creative,
and/or professional activity.

Documentation Required for Initial Review (to be forwarded from Department
Chair, to College Dean, to Dean of Graduate Studies; with finalized copies on file
in the Office of the College Dean and the Office of Graduate Studies)

For Regular Graduate Faculty and Adjunct Graduate Faculty who hold the
terminal degree:
v Graduate Faculty Status Recommendation form (see Appendix A)
v current vita (demonstrating the primary criteria above)

For Associate Graduate Faculty and Adjunct Graduate Faculty who do not
hold the terminal degree:

v' Graduate Faculty Status Recommendation form (see Appendix A)

v current vita (demonstrating the primary criteria above)

v’ narrative justification that is course-specific and that provides
evidence of exceptional scholarly activities, creative efforts,
and/or professional experience specifically related to course
description and/or outcomes the qualifications for teaching the
particular course(s) (See template and guidelines in Appendix B)

Graduate Faculty Annual Review. The focus of the Graduate Faculty Review should be
the graduate faculty member’s ongoing professional development as a teacher, scholar
and practitioner. The faculty member’s vita and annual evaluation materials should
summarize evidence of such development. The annual evaluation process that takes
place within the academic College provides a means for monitoring and documenting




this ongoing development. Therefore, Graduate Faculty Status is reviewed and renewed
annually as part of the faculty/adjunct evaluation processes utilized in the Colleges.

The Department Chair* will include in the annual evaluation process an assessment of
the graduate faculty member’s ongoing professional development as a teacher, scholar
and practitioner, as appropriate to the specific discipline. The chair will make note of
evidence supporting continuation of the faculty member’s Graduate Faculty status in
three areas, graduate teaching, scholarship, and professional practice. Each department
may develop a plan unique to its discipline(s) that provides examples of evidence to be
used in the assessment. Department-specific plans should be appropriately
disseminated within the department and College and should be shared with the Office
of Graduate Studies.

* The College Dean will carry out the Chair’s function in the case of evaluation of Chairs
and in colleges with no departments.

Evidence of Professional Development for Graduate Faculty

With regard to graduate teaching, the chair’s review should include items such as:

1. positive graduate students’ evaluations of teaching,

2. targeted efforts to improve graduate teaching,

3. presentations and/or publications about college teaching in appropriate venues,

4. attendance at conferences or workshops pertaining to graduate teaching,

5. graduate syllabus development reflecting evolution in the faculty member’s
field,

6. reflective narrative/analysis by faculty member about continuing development
as a graduate-level teacher,

7. teaching awards and/or honors, or

8. active membership in appropriate professional organizations, or other

appropriate evidence.
Other discipline-specific evidence may be considered.

With regard to scholarship, the chair’s review should include items such as:

1. publications,

2. publication of an authored or edited scholarly book with a scholarly press in the
faculty member’s field,

3. performances, shows, displays, and other major creative works if the faculty

member is in creative writing or the arts,

conference presentations

peer-reviewed essay collections,

other creative publications or shows,

attendance at a major developmental function

service on the editorial board of or as a reader for one or more nationally
circulated peer-reviewed scholarly venues (journals or scholarly presses), or
9. scholarly book reviews.
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Other discipline-specific evidence may be considered.

With regard to professional practice (for education and other appropriate fields), the
chair’s review should include items such as:

1. ongoing, active collaboration with agencies in the field of practice,

2. acquisition of additional certifications and licenses and other advanced types of
preparation,

upgrading of certifications and credentials,

active membership in professional organizations,

professional consulting, or

continuing education/training in the field.

Other discipline-specific evidence may be considered.
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In addition to the above criteria, graduate faculty are expected to be instructors of the
highest quality, integrating knowledge of the literature of the discipline, ongoing
student engagement in research and/or appropriate professional practice and training
experiences into their teaching. Accordingly, student evaluations of graduate
instruction include feedback related to these areas.

The Department Chair will make specific notation in the annual evaluation of the faculty
member’s development in these areas and indicate if such development meets
expectations for continuing Graduate Faculty status. If the faculty member’s
performance does not meet expectations, areas of needed improvement must be cited.
In the case that a faculty member (regardless of status) is no longer appropriately
qualified to teach in the Graduate Program, the College Dean will notify the Office of
Graduate Studies. Documentation of the removal of Graduate Status will be on file by
the College Dean and the Office of Graduate Studies. After such action is taken, the
faculty member (regardless of status) must follow the initial review and approval, as
well as the annual review process, described above.

Sufficiency of Faculty for Program Delivery. The University acknowledges the critical
importance of well-qualified graduate faculty to program quality. Consequently, the
continuation of existing graduate programs and the approval of new graduate programs
shall be contingent upon the employment of an appropriate number of qualified full-
time faculty who teach or will teach in the particular program.

Faculty participating in graduate programs also must be in sufficient number to provide
effective teaching, advising, and scholarly or creative activity, and to participate
appropriately in curriculum development, policy-making, institutional planning and
governance.

Dean of Graduate Studies. The role of the Dean of Graduate Studies, with assistance
from the Office of Graduate Studies, is to:

° provide leadership for the Graduate Council in the formulation of general policy;
6



° communicate policy to appropriate constituents on-campus and to students,
especially through the development of a policy/procedures manual and the
Graduate Bulletin;

° communicate with other campus units which have direct involvement with
graduate programs, e.g., library, computer services, student support services;

° respond to general inquiries regarding graduate study;

° receive and facilitate action on applications for admission to graduate study;

° support graduate students with a program of graduate honors scholarships and
financial assistance for professional development;

° maintain records regarding graduate student admission, retention, and
completion;

° communicate with graduate students regarding their progress, e.g., academic
probation and suspension; and

° participate in grievance process as it involves graduate students and as

requested by individual college deans, although actual decisions are formally
within the authority of the college dean and the Vice-President for Academic
Affairs.

Office of Graduate Studies. The role of the Office of Graduate Studies, maintained on a
daily basis by the Director of Graduate Admissions and Records and one Program
Assistant--under the supervision of the Dean of Graduate Studies--is to:

° collaborate with academic departments in recruitment of prospective students;
° respond to inquiries and requests for information;

. maintain student records; and

° evaluate credentials for student admission, retention, and completion, using

criteria established by graduate program faculty and Graduate Council.
Admission Requirements

Graduate Council will be responsible for establishing general institutional requirements
(both quantitative and qualitative) for admission, retention and completion. Admissions
and completion criteria for individual graduate programs (both quantitative and
qualitative), especially as they differ from general institutional criteria for admission and
completion, are established by program faculty. Changes in admissions and completion
criteria may be initiated by Graduate Council, a body that includes representation from
each program faculty, or within the individual academic department--or even in open
college deliberations; however, approval of changes for individual graduate programs is
achieved as follows.

Departmental Faculty (action)

College Curriculum and Educational Policies Committee (action)
College Faculty (action)

Graduate Council (action)

Vice-President for Academic Affairs (action)*
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*VPAA recommends to the President.

Review/Evaluation of Admissions Policies. Graduate Council shall review general
institutional requirements for admission, retention and completion at least once every
five years, consistent with the SACS review calendar.

Individual academic departments shall review individual program requirements for
admission, retention, and completion every two years, consistent with the Graduate
Bulletin review calendar.

Retention/Support

Orientation. Departments shall provide an effective orientation program for all part-
time and full-time graduate students. This orientation program shall be evaluated
regularly and used to enhance effective assistance to students.

Advising. The University of Montevallo maintains a systematic and effective program of
graduate academic advising. While departments with graduate programs at the
University make decisions regarding the assignment of academic advisors, the Office of
Graduate Studies monitors, along with the advisor, the systematic academic progress of
each graduate student via permanent records and an on-line student information
system that includes a degree audit program. Qualified advisors with expertise in the
major/concentration are assigned at the point of admission to the program. Academic
advisors are aware of the individual goals, strengths, and needs of students, and are
trained to use on-line student records and degree audit to assist them in advising.

Departments shall endeavor to assign graduate students to advisors who have a
reasonable number of advisees and the time to devote to quality graduate advising.

Graduate advising shall be evaluated on a regular basis.

Completion Requirements

Residency. All master’s and specialist degrees are equivalent to at least one year of full-
time graduate study--on the basis of nine hours established as a “full-time” minimum
course load and twelve hours as a maximum course load. The minimum hours required
for a degree then could be distributed across no less than two regular terms (fall and
spring semesters) and two summer terms, constituting one calendar year.

Candidacy for the Degree. A student’s application for the comprehensive examination
will be considered the application for candidacy for the degree as well. Successful
completion of the comprehensive exam will signal candidacy for the degree.
Departmental communication to the student will indicate such standing.

Curriculum



Graduate Courses. All graduate courses offered by the University of Montevallo shall be
acceptable for credit as requirements or electives applicable to at least one University
degree or certificate.

Cross-Listed Courses. Some departments at the University of Montevallo offer
undergraduate courses that may be taken by graduate students for graduate credit; the
department shall maintain a significant difference between undergraduate and
graduate instruction. This difference reflects the institution’s commitment to providing
graduate programs with progressively more advanced academic content. Such
differences shall be indicated clearly in course syllabi, Graduate students are expected
to demonstrate advanced knowledge of the literature of the discipline and produce
acceptable levels of research and/or performance through activities such as
independent research, outside readings, and more comprehensive examinations.

Program/Curriculum Review and Evaluation. Curriculum review and evaluation are
processes owned by each academic department in which a graduate program resides.
Under the auspices of a graduate program review (every five years to coincide with the
SACS review calendar), the general requirements of which are set by Graduate Council,
faculty and administration in each department will review and evaluate graduate
curricula, along with studying compliance with general institutional policies established
by Graduate Council.

Program review will consist of the following.

° On a regular, ongoing basis, department faculty may encounter a need for a
graduate program revision, i.e., adding or deleting graduate courses, revising the
content or description of existing courses, or changing any other aspect of the graduate
program. This might even include a recommendation to delete an existing graduate
program, especially for viability reasons. All such program revisions, after careful
consideration and approval within the department, are referred for review and action
by the college CEPC. Program revisions approved by the CEPC may be subsequently
reviewed--and approved--by the entire college faculty prior to being forwarded to the
Graduate Council for information and the Vice-President for Academic Affairs (VPAA) for
approval. The VPAA typically will share program revision proposals with the Council of
Deans prior to final action. Notice of approved program revisions are reported by the
dean back to the department chair. The VPAA also reports such actions to the
Registrar’s Office and the Office of Graduate Studies.

. Every five years the Graduate Council will call for a complete review of all
graduate programs, i.e., curriculum, faculty, degree requirements, etc., to verify
compliance with general institutional policies as well as external accreditation
requirements (where appropriate). The Graduate Program Review will be completed by
all department chairs with graduate programs or courses. Data regarding all aspects of
all graduate programs will be compiled and reviewed by the Graduate Council. Results



from analysis of these data will be reported to the Graduate Dean, Graduate Council,
and the VPAA. (See Appendices D and E.)

Course Evaluation/Improvement. The evaluation of graduate instruction is addressed
annually as a part of the faculty performance assessment process and every five years as
a part of the graduate program review process. The departmental self-study/review of
graduate programs will describe changes in teaching methods and course
structure/content as a result of student evaluations and other assessment techniques--
as well as describing subsequent changes in student response and performance.

The Graduate Dean in cooperation with Graduate Council will review changes in
graduate instruction and student performance on the basis of departmental review
data.

Alternative Delivery Formats. Graduate courses offered in non-traditional formats, e.g.,
concentrated or abbreviated time periods, blended/online learning; will be designed to
ensure:

. sufficient opportunity for preparation, reflection, and analysis concerning the
subject matter;

° at least one calendar week of reflection and analysis for students for each
semester hour of credit awarded; and

° levels of student knowledge and competencies equivalent to those acquired in

traditional formats.

Curriculum Action/Change. Curriculum action to modify existing programs or to initiate
new programs is the responsibility of the administration and faculty of each graduate
program. Action/information proceeds as follows (See Appendix F).

Department Faculty (action)

College Curriculum and Educational Policies Committee (action)

College Faculty (action)

Graduate Council (action)

Academic Council (information)

Vice President for Academic Affairs (action)

Alabama Commission on Higher Education (ACHE) (action and/or information when
appropriate)

University Records (information)

Accrediting agencies will be consulted at various points in this process in order to ensure
compliance with standards and to enhance the development of educationally sound
programs. In some cases, agencies such as the Alabama State Department of Education
would have an approval role. In this case, time of approval and its placement in the
process stated above would depend on the sequence of the normal SDE program review
cycle.
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Proposals for new programs will include documentation of assessment of needs, market
and environmental factors, and resource requirements and financial implications for the
University--parallel to ACHE requirements (See Appendix F). Proposals for new
programs, upon approval of the Vice-President for Academic Affairs, will be submitted
for approval to the Alabama Council of Graduate Deans and ACHE. Furthermore,
proposals for new programs that differ substantially from existing programs will be
submitted to the Executive Director of the Commission on Colleges in advance of the
admission of students.

All program changes will be documented by appropriate academic department or
college, from initial action at the departmental level through final approval.

Financial Support for Graduate Students

Graduate Honors Scholarships. The intent of the Graduate Honors Scholarships is to
support outstanding graduates of four-year institutions of higher education who are
seeking a master’s degree. Room, board, and fees are not included. Scholarship funds
will be divided among academic departments based on the number of graduate
students in each of their programs. Assistance is provided for graduate courses only.

To be considered each student must have a minimum undergraduate grade point
average of 3.50 on a 4.00 scale in the chosen field of study OR a minimum of 1100 on
the verbal and quantitative portions (combined) of the Graduate Record Examination
(GRE) OR a minimum of 407 on the Miller Analogies Test (MAT). While all candidates
must meet these requirements, each department may determine additional criteria for
recipients. Final selections will be made by the department.

Completed scholarship files of currently enrolled students will be processed and sent to
the department chair every semester. If a student is not currently enrolled at the time
of scholarship processing, a renewal request is needed.

Qualified students will obtain scholarship applications and renewal requests from the
Office of Graduate Studies or from the website. All applications for the Graduate
Honors Scholarship will be reviewed by a departmental selection committee. The
department chair will inform the Dean of Graduate Studies of the department’s
decision. The notification of award will be sent to the recipient from the Office of
Graduate Studies. Scholarship applications should be received in the Office of Graduate
Studies by July 1 for fall awards, November 1 for spring awards, and April 1 for summer
awards.

Financial Assistance for Professional Activities. Annually some funds are set aside in the
Office of Graduate Studies budget for the support of graduate students who are
engaged in professional activity, e.g., presenting papers, facilitating meetings, etc.
Funds allocated for this purpose usually are targeted for the reimbursement of student
expenses. Applications for assistance will be evaluated and recipients will be selected
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by the Graduate Dean (or his designee) and two Graduate Council members. This
committee will also set the amount of assistance for each recipient. The Application for
Financial Assistance for Professional Activities is available in the Office of Graduate
Studies or on the website.

Graduate Assistantships. Graduate assistants at the University of Montevallo are
students first and employees second. They have as their primary focus advanced study
and ultimately the completion of a graduate degree. Therefore, the services they
provide as graduate assistants should complement professional development in their
chosen field of study.

Any student admitted conditionally or unconditionally to a particular graduate program
of study is eligible to apply for a graduate assistantship. With the exception of graduate
assistant coaches, graduate assistants must be enrolled as a full-time student as defined
in the Graduate Bulletin (unless fewer than six hours are required to complete the
degree in their last term). Graduate assistant coaches must be enrolled in at least fifty
percent of this minimum requirement during the regular terms. All graduate assistants
must be enrolled for a minimum of three hours in the summer.

The application process may vary from department to department.

Graduate assistants must maintain the cumulative 3.0 grade point average required of
all graduate students and must perform satisfactorily in the judgment of the employing
department and supervisor. Of course, the availability of funds is a critical factor as
well. The amount of the graduate assistantship stipend shall be determined by each
employing department/budget head.

Graduate assistants are employed on a semester basis and may be continued for no
longer than three calendar years.

Graduate assistants shall be supervised directly by a full-time faculty or staff member
within the employing department. Graduate assistants’ responsibilities will be defined
by the employing department/supervisor. Graduate assistants not completing
practicum or internship requirements may not be permitted to work beyond an average
of twenty (20) hours per week.

The University of Montevallo does not employ graduate assistants for teaching on a
regular basis; however, occasionally, students may be employed if they have a minimum
of eighteen (18) graduate hours in the discipline that is to be taught and if they
demonstrate proficiency in English. Graduate assistants employed to teach physical
education activity courses do not have to have the eighteen (18) hours but must have
the pre-requisite knowledge and experience to teach the activity effectively. Graduate
assistants may teach no more than six (6) hours per regular term and three (3) hours per
abbreviated term.

12



Evaluations of the graduate assistant’s performance will be completed and maintained
by the employing department/supervisor.

The oversight of graduate assistants is the responsibility of the Vice President for
Academic Affairs or the Vice President for Student Affairs, through the graduate dean,
the academic dean or Student Affairs director, and the supervisor (department chair,
staff supervisor, faculty supervisor, etc.).

13



APPENDIX A

GRADUATE FACULTY STATUS RECOMMENDATION
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University of Montevallo
Graduate Faculty Status Recommendation

Faculty member:
Department: Degree/Program:

The primary criteria for review and approval are:
¢ holding the appropriate academic credential--an earned doctorate in the teaching discipline or a
closely related discipline, or a master’s degree which is considered a terminal degree in the discipline (e.g.,
M.F.A.); and
e demonstration of currency in the discipline--continued scholarly, creative, and/or professional
activity.

Status Requested:
Regular Graduate Faculty (the faculty member is a full-time, University of Montevallo
employee and holds a terminal degree in the teaching discipline or a closely related
discipline)

Attach the following documentation:

v' current vita (demonstrating the primary criteria above)

Associate Graduate Faculty (the faculty member is a full-time, University of Montevallo
employee but does not hold a terminal degree in the teaching discipline or a closely related
discipline)

Attach the following documentation:
v' current vita (demonstrating the primary criteria above)
v' narrative justification that is course-specific and that provides evidence of
exceptional scholarly activities, creative efforts, and/or professional experience
specifically related to course description and/or outcomes the qualifications for
teaching the particular course(s) (See template and guidelines in the Office of
Graduate Studies Policies and Procedures Manual, Appendix B)
Adjunct Graduate Faculty (the individual teaches at the University of Montevallo on a part-
time basis, and may or may not hold a terminal degree in the teaching discipline (or a closely
related discipline) [While adjunct faculty often will be necessary to address unusual
institutional needs and to enhance the instruction/professional preparation of graduate
students, the number of part-time faculty providing graduate instruction shall be limited.]

Does the Adjunct Graduate Faculty member hold a terminal degree in the teaching

discipline (or a closely related discipline)?

If YES, attach the following documentation:

v' current vita (demonstrating the primary criteria above)

If NO, attach the following documentation:

v' current vita (demonstrating the primary criteria above)

v narrative justification that is course-specific and that provides evidence of
exceptional scholarly activities, creative efforts, and/or professional experience
specifically related to course description and/or outcomes the qualifications for
teaching the particular course(s) (See template and guidelines in the Office of
Graduate Studies Policies and Procedures Manual, Appendix B)

Approvals:

Department Chair Date

College Dean Date

Dean of Graduate Studies Date
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APPENDIX B

Guidelines and Template for Narrative Justifications
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Statement of Alternative Faculty Qualifications for SACS
Guidelines for Justification Development

The reaccreditation process by the Southern Association of Colleges and Schools (SACS) requires
that we certify the credentials of all faculty teaching University of Montevallo students.

The SAC®Principles of Accreditatjaites, foundergraduate teaching:
e the earned doctor at e/ ihtherteachimgalibciplthe gr ee or t he
e Or a mast e rnliimunch ef §8iIgradeate weimésthr hoaurs in the teaching
discipline
e or documated evidence of strong alternate qualificafi@nsative justification
required)

For graduate faculty, the SACS requires:
¢ the earned doctorate/terminal degretine teaching discipline or a closely related
discipline
e or documented evidence of stroligraate qualificatiorfearrative justification
required)

The statements of alternative qualifications, in the form of a narrative justification, must address as
many of the following as apply to a particular situation:

e Competence

o Effectiveness

e Capacity

e As appropriate, undergraduate and graduate degrees

e Related work experiences in the field

¢ Professional licensure and certifications

e Honors and awards

e Continuous documented excellence in teaching

e Other demonstrated competencies and achievements that ot rdfiective teaching
and student learning outcomes (e.g., research activities in the subject area, active involvement
in relevant professional organizations, etc.)

The statement of alternative qualifications must address:

e how t he c an deiqdalifitaBo@ssrelatefjodciéiccoumses to be taught. The
justification narrative should link the demonstrated qualifications of the faculty member with
the description and/or specific learning outcomes of the course(s).

Should the courses to beghtuchange at some future date, the statement of alternative
gualifications must be updated to include these new courses.

The Statement of Alternative Qualificatelrmild be
e written by the Chair, Dean, or Department/Program Head
e accompanied by a vita, transcripts, and other pertinent documentation (e.g., licensure

or certification documents)
Please consult the Office of Institutional Research, Planning, and Assessment (IRPA) for support in
the development and review of faculty credentials and justiinaaratives.
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University of Montevallo

Justification of Faculty Qualifications

Faculty member:
Department: Degree/Program:

Course to be taught:

Course Content/Outcomes:

Justification
(e.g., other degrees held, evidence of exceptional scholarly/creative activity, and/or evidence of exceptional
professional experience as documented on vita and specifically related to course content/outcomes)

18



APPENDIX C

GRADUATE PROGRAM REVIEW OUTLINE
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GRADUATE PROGRAM REVIEW OUTLINE

Information/Data to be Collected

Locus of Responsibility

General Program Information
Degree/major/major goals

General degree requirements/program of study
Unique features

Recognition/accreditation

Program Enroliment/Academic Profile
General demographics

Courses/sections offered (specify cross-listed courses)
Enrollment/major

Degrees conferred

Special admission/retention requirements
Full-time/part-time students

Theses completions

Student/faculty collaboration

Student presentations/publications
Staffing

Sufficient number to provide effective teaching

Sufficient number for effective advising

Sufficient number for research/creative activity

Part-time faculty appropriately limited
Orientation provided for part-time faculty
Supervision provided for part-time faculty
Evaluation of part-time faculty
Clear statement of policy for student access to
part-time faculty
Faculty
Demographics
Vitae and transcripts on file
Academic preparation
Competence (academic, technical,
performance)
Professional experience
Record of publication
Certifications and other qualifications
Research/scholarly activity
Participative in curriculum development
Participative in policy-making

Participative in institutional planning/governance

20

Department

Department

Department (optional)
Department (attach most
recent report, including self-
study)

Institutional Research
Department
Institutional Research
Institutional Research
Department
Institutional Research
Department (optional)
Department
Department
Department

Department



Procedures for monitoring quality/assessment efforts Department

Interaction with other departments Department (optional)
Recruiting plan/activities Department (optional)
Class size Department
Academic advising Department

Assignment to advisors with reasonable number
Assignment to advisors with time to devote
Advising evaluated on a regular basis

Effective orientation program for all students
Orientation evaluated on a regular basis

Instruction
Course syllabi Department (verification of
Course goals/objectives existence & location)

Relation to program objectives

Course outline/content summary

Course requirements

Assessment strategies/grading model

Research-related activities/assignments

Differentiated student work/assignments
(400/500)

Appropriate graduate student responsibilities

Current bibliography (including appropriate
web sites)

Evidence of collaboration with peers and
graduate faculty

General features of curriculum Department

Use of research methodology

Integration of subject matter literature/theory

Methodology of discipline

Association with resident faculty sufficient to
permit individual assessment of students

Demonstrated means of certifying the knowledge
and skills of the candidate for the degree

Understanding of accepted professional practices

Concern for quality

Evidence that assessment addresses what students
know, whether they exhibit what was
intended, how this is demonstrated in the
content and design of COMPS

Course/teaching evaluation Department (verification of
existence & location)

Laboratories/clinical education/field sites Department

Graduate versus undergraduate instruction Department
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Substantial difference
Greater depth
Increased specialization
Increased intensity of instruction
Differentiated methods
Increased opportunity for self-direction
Increased interaction between faculty and
students, and among students
More highly specialized faculty
Transmission and generation of
knowledge/research methodology
Direct application of knowledge and skills
Cross-listed courses

Program Completers*
General demographics
Employment success/ability to secure position
Location of employment
Further graduate study
Strengths/weaknesses of program (open-ended)
Strengths/weaknesses of faculty (open-ended)
Strengths/weaknesses of resources (open-ended)
General satisfaction with:
Clarity of degree requirements
Interactions, relationships with faculty
Academic advising
Preparation/advisement for career
Classroom facilities
Instructional supplies/equipment
Computer lab facilities
Overall program quality
Opportunities for financial support
Faculty assistance with completion of degree
Course sequencing
Cross-listed courses (undergrad/grad)
Practical/clinical/lab experiences
Frequency of offerings/scheduling
Size of classes
Application process
Enrollment/registration process

Institutional Research
Institutional Research
Institutional Research
Institutional Research
Institutional Research
Institutional Research
Institutional Research

Institutional Research
Institutional Research
Institutional Research
Institutional Research
Institutional Research
Institutional Research
Institutional Research
Institutional Research
Institutional Research
Institutional Research
Institutional Research
Institutional Research
Institutional Research
Institutional Research
Institutional Research
Institutional Research
Institutional Research

Understanding of research literature/methodology Institutional Research

Interaction/relationships with other students

Methods of evaluation/grading

Understanding of major theories

Understanding of accepted professional practices
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Mastery of necessary research skills Institutional Research

Degree of freedom/independence with Institutional Research
assignments

Short term courses Institutional Research
Development of computer/technology skills Institutional Research
Degree of diversity reflected in faculty and Institutional Research
student body

COMPS: Institutional Research

General model (oral, written, both)
Preparation via coursework
Clarity of information about registration/
procedures/structure of exam
Relevance of COMPS to curriculum
Office of Graduate Studies Institutional Research
Clarity and accuracy of information
Promptness of response
Courtesy of response
University environment/services Institutional Research
Safety/security
Race relations
Access to facilities/services
Computer facilities/services
Adequate access
Integration across curriculum
Evidence of student knowledge/ability
Library facilities/services
Adequate access
Adequacy for graduate level
Substantially beyond undergrad
Photocopying accessibility/services
Financial aid information/services
Registration/preregistration
Bookstore
Placement information/services

*Completer Survey to be conducted by Institutional Research with data analyzed by
program, by major with program, by college, etc.

Program Support/Resources

Sources of external funding Department
Sources of financial assistance for students Department
Graduate assistantships Department
Research facilities/equipment/funding Department
Computer labs and other technological resources Department

Access for graduate students
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Integration across curriculum
Evidence of student knowledge and ability

Travel opportunities for students/faculty Department

Library*

Books for reading assignments

Books for research assignments
Journals/journal articles

Periodical indexes and abstracts
Electronic delivery of key resources
Interlibrary Loan Service

Reference assistance

Instruction from Reference Librarians
Study environment

Scheduled hours of operation
Resources for teaching preparation
Resources for personal research
Access to archival sources

Copy services

Adequacy for graduate level research

Quality/access beyond baccalaureate level

*Special survey of graduate students to be completed along with regular survey of

faculty.
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GRADUATE PROGRAM REVIEW
University of Montevallo

College: Department:

Program: (Degree, Major)
Department Chair: Program Head:

Date Review Initiated: Date Review Completed:

I General Program Information

A.

What is the major purpose of this program? What are the
specific, designated program outcomes?

List and describe degree requirements, general and specific, and
provide a program of study used for advising.

What features of this program, if any, might be considered
unique?

What forms of recognition and/or accreditation are associated
with this program? Where are the most recent self-study and
final report located?

1. Program Enrollment/Academic Profile

A.

What courses may be taken for credit in this program?
Distinguish between those courses which are cross-listed with
undergraduate courses and those which are reserved for graduate
students only. What is your justification for cross-listing graduate
courses with undergraduate courses?
Describe any special admission/retention requirements for this
program.
If a thesis is required or if a thesis is an option for students,
describe the requirements. How many students have completed
a thesis in the last five years?
Describe efforts to facilitate student/faculty collaboration in this
program--in research/scholarship or service. What have been the
results of these efforts?
Have students in this program made professional presentations or
submitted manuscripts for publication in the last five years? If so,
describe.
With regard to staffing:
1. Is the number of faculty sufficient to provide effective

teaching? Explain.
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Is the number of faculty sufficient to provide effective
advising? Explain.

Is the number of faculty sufficient for
collaboration/support in research/creative activity?
Explain. Have you discussed or do you propose an
alternative structure/plan for enhancing graduate faculty
research?

Is the number of part-time/adjunct/temporary faculty
appropriately limited? To what extent do part-
time/adjunct/temporary faculty participate in this
program?

Is orientation provided for part-time/adjunct/temporary
faculty? Describe.

Is supervision provided for part-time/adjunct/temporary
faculty? By whom?

How?

How are part-time/adjunct/temporary faculty evaluated?
By whom?

What is your policy for facilitating student access to part-
time/adjunct/temporary faculty? How do students know
of this policy?

With regard to faculty:

1.

Who teaches in this program (any graduate course,
including clinical)? Have these faculty received graduate
faculty, or associate or adjunct graduate faculty status?
How many full-time faculty have earned the terminal
degree (raw number)?

What would be the impact on your program if the
standard requiring a terminal degree was "fixed," with no
exceptions (i.e., employment, continuing status, teaching
assignments, etc.)? How would this standard alter
program quality, if at all?

Where are current vitae and transcripts located? Be
certain that faculty vitae include evidence of:

a. Academic preparation

b. Competence (academic, technical, and/or
performance)

C. Professional experience

d. Record of publication/creative activity

e. Certifications and other qualifications

Where are current examples of faculty research/scholarly
productivity located? If the standard was "regular"
research/creative accomplishment, evidenced by
publication, presentation, and/or other dissemination,
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how would you characterize the status of your graduate
faculty? What would be the impact of a review of
graduate faculty status based on this criterion every four
or five years?

5. To what extent do faculty members participate in the
development of this curriculum?
6. To what extent do faculty members participate in the
development of policy related to this program?
7. To what extent do faculty members participate in planning
and governance related to this program?
H. What procedures are used to monitor program quality? What

assessment efforts have been initiated in the last five years? Cite
examples of program improvement that have resulted from the
identification of a problem from data. In other words, describe
how program faculty moved from data analysis/problem
identification to formulation of a change, and then to assessment
of the outcome of that change.

l. Is there interaction between students/faculty in this program and
other academic programs/departments? If so, describe.

J. What recruitment plans/activities are in place for this program?
K. What is the average class size of courses with graduate students
enrolled?

Distinguish between cross-listed courses and those courses
reserved for graduate students.

L. With regard to academic advising:
1. Are students assigned to advisors with a reasonable
number of advisees?
2. Are students assigned to advisors with adequate time for
individual advising?
3. Is the advising program/system evaluated on a regular
basis? How?
4, Describe orientation provided for the students in this
program?
5. Is the orientation program evaluated on a regular basis?
How?
1. Instruction
A. Where are current course syllabi located? Be certain that syllabi

for graduate courses include:

1. Course goals/objectives (related to program goals)
2. Content outline/summary
3. Course requirements/assignments, including:
a. Research-related activities/assignments
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b. Differentiated student work/assignments
for cross-listed courses
Assessment strategies/grading model
Current bibliography (including appropriate web sites)
Evidence of appropriate graduate student responsibility
and collaboration between and among peers and graduate
faculty

With regard to more general features of the program curriculum,
how are the following addressed?

1.
2.
3.

Use of the research/methodology of the field
Integration of subject matter literature/theory
Association with faculty sufficient to permit individual
assessment of students

Demonstrated means of certifying the knowledge and
skills of candidates for the degree

Understanding of accepted professional practices,
including ethics

Evidence that assessment addresses what students know,
whether they exhibit what was intended, how this is
demonstrated in the content and design of exit or
comprehensive assessments (e.g., written
comprehensives, portfolios, etc.)

Where are current course/teaching evaluations located?

What laboratory/clinical/field sites, if any, are associated with this
program?

What is their purpose?

With regard to graduate versus undergraduate instruction (course

by course):
1. Is there a substantial difference between the two with
regard to:
a. Greater depth
b. Increased specialization
c. Increased intensity of instruction
d. Differentiated methods
e. Increased opportunity for self-direction
f. Increased interaction between faculty and
students, and among students
g. More highly specialized faculty, matched with focus
of course
h. Transmission and generation of

knowledge/research methodology
i Direct application of knowledge and skills
What mechanism is in place to assure that graduate
students get appropriate instruction in cross-listed
courses?
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Program Support/Resources

A. What sources of external funding, if any, exist?

B. What sources of financial assistance, if any, are targeted for
graduate students?

C. Are graduate assistantships available to students in the program?
If so, how are they funded? What is their purpose?

D. What is the condition or quality of facilities used for graduate

instruction? What funding, if any, is available for research
facilities and/or equipment?

E. With regard to technology:
1. Is student access to computers adequate?
2. Is technology integrated across the curriculum?
3. What evidence is there that students have appropriate
knowledge and ability?
F. What travel opportunities, if any, are available to students and

faculty in this program?
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University of Montevallo
Graduate Course/Curriculum Change Form

College: Dept. Effective Semester:

(For all requested changes, attach the relevant syllabus and revised checksheets with changes noted.)

Action Requested: (Check all that apply)

[ ] Delete Existing Course [ ] Change Course Prefix [ ] Change Course Credit
|:| Add New Course |:| Change Course Number |:| Change Course Description
|:| Change in Curriculum |:| Change Course Title |:| Change Course Prerequisite

DELETE EXISTING COURSE

Prefix and Number: Credit Hours: ___ Title:

Rationale:

[ ] Required by this major [ ] Affected Dept. Chairs Notified:

[ ] Required by other major(s): [ ] Cross-listed with other prefix(es):

|:| Cross-listed with undergraduate course:

ADD NEW COURSE

Prefix and Number: Credit Hours: ___ Title:

Course Description:

Rationale:

List Prerequisite(s)

[ ] Required by this major [ ] Change in total credit hours required

Provide rationale for credit hour change

Approvals Attached: [ | Teacher Education Committee [ ] other (Specify)
(where applicable)
[ ] Cross-listed with other prefix(es): [ ] Cross-listed with undergraduate course :

Activity: [N R A N N e N e N B N e

LEC LAB ACT CLN IND PRA RES SEM STUDIO
Y4




CHANGE(S) TO EXISTING COURSE

Current Course: Revised Course:

Prefix and Number: Prefix and Number:

Title: Title:

Credit Hours: Credit Hours:

Description: Description:

Prerequisite(s): Prerequisite(s):

[ ] Required by this major [ ] Required by other major(s):

|:| Cross-listed with other prefix(es): |:| Cross-listed with undergraduate course:

Affected Dept. Chairs Notified:

[ ] Approvals Attached: [ |Teacher Education Committee[ ] Other (Specify)

(where applicable)

CHANGE IN CURRICULUM (Refer to attached checksheets.)

Curriculum Change Rationale

Total Hours Required for Degree

Total Hours Required for Major

Courses Required

FOR GRADUATE COUNCIL USE ONLY: |:| Information Item |:| Action Item
APPROVALS:

Department Chair: Date:

College Dean: Date:

Dean, Graduate Studies Date:

VPAA: Date:

cc: [__] Public Information [__] Records [__] Dept. Chair [__] College Dean [ ] Dean, Grad. St.
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Procedures for New Graduate Degree Program Approval

1.

Complete Section 1 below and the NISP form. Submit both for preliminary
approval to Graduate Council.

Once preliminary approval has been granted, submit the remaining Sections to
Graduate Council.

Note: If you are applying for approval of a minor, then no NISP form is required.

Threshold Questions for new Graduate Degree Program Approval

Objectives and content of the new program

a.

How does the program support the mission, vision, and /or strategic goals of
the University?

How does the program support the purpose, mission, and/or the unit goals
of the department within which it will reside?

What specific needs will the program meet (institutional and societal)?

What are the expected student learning outcomes and achievements of this
program?

How will this program be related to other graduate programs at the
University?

How will the enrollment in other graduate programs at the University be
impacted by this program?

List new courses that will be added to the curriculum specifically for this
program. Indicate number, title and credit hour value for each course.

Please list any existing undergraduate programs at the University which are
directly or indirectly related to the proposed graduate program.

List the program completion requirements identified below:
a. Credit hours required in major
Credit hours required in minor (if applicable)
Credit hours in institutional general education or core curriculum
Credit hours in required or free electives:
Credit hours for thesis:

®oo o
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j- Describe any additional requirements such as preliminary qualifying
examination, comprehensive examination, thesis, practicum or internship,
some of which may carry credit hours included in the list above.

k. Please attach a typical curriculum by semester.

|. If thereis a recognized (USDE or CHEA) specialized accreditation agency for
this program, please identify the agency and explain why you do or do not
plan to seek accreditation.

2. Program Admissions Requirements, Enroliment Projections and Completion
Projections

a. Describe briefly the criteria and screening process that will be used to select
students for the program.

b. Please describe your methodology for determining enrollment projections. If
a survey of student interest was conducted, please attach a copy of the
survey instrument with a summary of results.

c. Provide a realistic estimate of enrollment at the time of program
implementation and over a five-year period based on the availability of
students meeting the criteria stated above.

Year1l | Year2 | Year3 | Year4 | Year5 Total

Full-time Enrollment

Part-time Enrollment

FTE Enrollment

d. Indicate the projected number of program graduates for the first five years.

Year 1 Year 2 Year 3 Year 4 Year 5 Total

3.  Program Need Justification

a. Will the program satisfy a clearly documented need (institutional and
societal) in an effective and efficient manner?

b. If the program duplicates or closely resembles another program already
offered in the State, can this duplication be justified?
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c. What characteristics of the identified need require that it be met by a new
program rather than an existing program?

d. Based on your research on the employment market for graduates of this
program, please indicate the total projected job openings (including both
growth and replacement demands) in your local area, the state, the SREB
region, and the nation. These job openings should represent positions that
require graduation from a program such as the one proposed.

Projected Job Openings

Year 1 Year 2 Year 3 Year 4 Year 5 Total

Local

State

SREB

Nation

e. Give a brief description of the methodology used to determine the projected
job openings. If a survey of employment needs was used, please attach a
copy of the survey instrument with a summary of results.

f. If the program is primarily intended to meet needs other than employment
needs, please present a brief rationale.

g. If similar programs are available at other institutions in the state, will any
type of program collaboration be utilized? Why or why not? What specific
efforts have been made to collaborate with institutions to meet the need for
this program? Address qualitative, cost, and access considerations of any
collaboration that was considered.

h. Please identify any similar programs at institutions in other SREB states.

i. Will any type of distance education technology be utilized in the delivery of
the program? If not, why? Address the quality, access and cost
considerations of using distance technology in the program.

4. Program Resource Requirements

a. Number of currently employed qualified faculty who will teach in the
program:

Primary Faculty--
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Full-time:
Part-time:
Support Faculty--
Full-time:
Part-time:

Please attach a synopsis of the qualifications (degrees, experience, etc.) of
each existing faculty member to this proposal. Do not attach entire
curriculum vitae. This should be no more than one paragraph per faculty.

Number of additional qualified faculty who will be employed to teach in the
program during the first five years:

Primary Faculty--
Full-time:
Part-time:

Support Faculty--
Full-time:
Part-time:

Briefly describe the qualifications of new faculty to be hired.

Briefly describe available and additional support staff that will be provided
for the program.

Describe any special equipment that is necessary for this program, indicating
what is currently available and what would be added, including the cost of
any additional equipment.

Describe facilities required for the program, indicating what is currently
available and any necessary renovations or additional facilities that would be
added. Provide a cost estimate for any renovations or additions.

Using the Collection Assessment Manual of the Network of Alabama
Academic Libraries (NAAL), provide an indication of the current status of the
library collections supporting the proposed program. Please describe how
any deficiencies will be remedied, including the cost of such remedies.

How many assistantship/fellowship stipends will be provided and what will
be the range of support involved?
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5. Costs and Financial Support of the Program
Provide a realistic estimate of the costs of the program. This should only include the
additional costs that will be incurred, not current costs. All sources and amounts of

funds for program support should be indicated.

Estimated New Funds Required to Support the Program

Year 1 Year 2 Year 3 Year 4 Year 5 Total

Faculty*

Library

Facilities

Equipment

Staff

Assistantships/
Fellowships

Other

Total

*Additional faculty salaries should be shown in all five years.

Sources and Amounts of Funds Available for Program Support

Year 1 Year 2 Year 3 Year 4 Year 5 Total

Internal
Reallocation

Extramural

Tuition

Total
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6. Program Review and Assessment
Describe an assessment process for student learning outcomes and a follow-up plan to determine

accomplishments of graduates such as obtaining relevant employment or being admitted to
graduate or professional programs.
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