Instructions to Art Faculty for Completing the Outline of Faculty Data (OFD)

How to use this document:
· Insure that the Word feature “Comments” is on. 

There are instructions and tips within the document to help you. 

How you access Comments depends on the version of Word that you have.

· Throughout this template formatted, placeholder text in NON-bold parentheses is to be replaced with the required information. 



Just swipe (select) the placeholder text, including the parentheses, and type in your content. 



Be careful not to swipe anything beyond the parentheses or you may adversely affect the formatting.

If you are copying and pasting type from another document, or from within the OFD, a clipboard icon will appear near where you have pasted. Click on the icon and select “Match Destination Formatting” to apply the correct formatting.



Anything that is outside of parentheses is to be left as is, and answered where required. 



When a category does not apply to you type N/A. 



Delete unused placeholder text.

When entering data in tables, if you require additional rows for more entries select the existing last row and then select from the main menu: Table>Insert>Rows Below.

· Whenever possible use columned lists or bulleted lists. Fewer pages in the OFD are preferable to more pages, so save space when possible.

Use rhetorical, descriptive text only when required. However, the contents of columned-lists or bulleted-lists may also include more than just the facts; text describing the listed item may be helpful.

In categories that might use either, or both, lists and rhetorical text, a placeholder version of both has been provided.

The version of placeholder text in a given category is what is the most likely version required. If, however, you require something different, feel free to copy and paste another version of placeholder text.

Not all categories require a separate column of dates or a column just for international, national, or regional. These columned-lists are most appropriate for certain categories under research and service, which is why you won’t find them elsewhere.

· You do NOT enter anything in the Teaching sub-category, “Teaching as Evaluated by Students and Peers”.

Copies of your teaching evaluations will be added to your folder by the art office.

· Place published reviews of YOUR work in the Research sub-category, “Honors Received and Recognition for Research, Scholarship, Creative Activity:”.
Rather than follow the prior departmental practice of creating a new and additional category titled “Bibliography”, just include reviews, acknowledgments, or mention of your research or creative activity in the existing category “Honors Received and Recognition for Research, Scholarship, Creative Activity”. 

Outline of Faculty Data

I.
General Information

(Swipe this and type your name here
)


Department of Art


(Swipe this and type your present rank here)


Date of Last Promotion: 


Years Experience at MTSU: 


Total Years of Experience
: 


Tenured: (Swipe this and type Yes or No)


Date Tenure Received: 

II.
Education

Earned Degrees
:








Degree:
Year Awarded:


Institution:
	(Example)
	(Example)
	(Example)

	(Example)
	(Example)
	(Example
)



Major of Highest Earned Degree: 


Quarter Hours Since Last Degree: 


Semester Hours Since Last Degree: 

III.
Professional Experience


Full-Time Experience:


Dates:
Position
:


Organization/Institution:

	(Example)
	(Example)
	(Example)

	(Example)
	(Example)
	(Example
)



Part-Time Experience:


Dates:
Position
:


Organization/Institution:
	(Example)
	(Example)
	(Example)

	(Example)
	(Example)
	(Example
)


IV.
Teaching


Brief Description of Teaching Activities:


(Swipe this paragraph and replace with rhetorical text describing teaching activities.)

· (List teaching activities instead of, or in addition to, rhetorical text.)

· (List teaching activities instead of, or in addition to, rhetorical text. Continue bullets as needed.)


Specialized Faculty Status(es):


(Swipe this paragraph and replace with rhetorical text describing faculty status.)

· (List specialized faculty statuses instead of, or in addition to, rhetorical text.)

· (List specialized faculty statuses instead of, or in addition to, rhetorical text. Continue bullets as needed.)


Teaching as Evaluated by Students and Peers:


Advisement and Mentoring of Students:


Undergraduate and Graduate Advising
:


(Swipe this paragraph and replace with rhetorical text regarding advising.)

· (List advising activities instead of, or in addition to, rhetorical text.)
· (List advising activities instead of, or in addition to, rhetorical text. Continue bullets as needed.)
Efforts to provide a mentor relationship with students (e.g. co-author of paper, joint performance, presentation, independent study courses, etc.). Include dates:


(Swipe this paragraph and replace with rhetorical text regarding mentoring.)

· (List mentoring efforts instead of, or in addition to, rhetorical text. Continue bullets as needed.)
Improvement of Your Own Courses and Also the Curricular Offerings of the Department, College, and University:


(Swipe this paragraph and replace with rhetorical text describing improvement of courses, yours and/or others.)

· (List improvements to courses instead of, or in addition to, rhetorical text.)

· (List improvements to courses instead of, or in addition to, rhetorical text. Continue bullets as needed.)

Effectiveness in Teaching Methods (including efforts to improve pedagogy with new techniques and integration of new instructional technologies):

Steps taken to improve teaching by participating in workshops, symposia, or similar programs:



(Swipe this paragraph and replace with rhetorical text, if necessary.)
· (List steps taken to improve teaching instead of, or in addition to, rhetorical text.
· (List steps taken to improve teaching instead of, or in addition to, rhetorical text. Continue bullets as needed.)
Supervision of Specialized Instructional Activities:


Undergraduate/Graduate Thesis/Dissertation Committees (indicate whether chair or reader):

· (List instructional activities.)
· (List instructional activities. Continue bullets as needed.)

Community-based Learning Activities (service learning, practica, internships, experiential learning):

· (List ocommunity-based learning activities.)
· (List community-based learning activities. Continue bullets as needed.)
Honors Received and Recognition for Teaching:

Teaching Awards and Honors (Including those of your Students):

· (List awards.)
· (List awards. Continue bullets as needed.)
Currency and Continued Intellectual Development in the Field of Specialization:


Professional Memberships:

· (List memberships.)
· (List memberships. Continue bullets as needed.)

Other:



(Swipe this paragraph and replace with rhetorical text, if necessary.)
· (List activities.)
· (List activities. Continue bullets as needed.)
Efforts to Obtain External and Internal Funding for Instructional Activities:


External Grants


Indicate Funding Agency



 


in Support of Instruction:

and Whether Funded or Not:  


Dollar Value:

	(Example)
	(Example)
	(Example)

	(Example)
	(Example)
	(Example
)



Internal Grants


Indicate Funding Agency



 


in Support of Instruction:

and Whether Funded or Not:  


Dollar Value:

	(Example)
	(Example)
	(Example)

	(Example)
	(Example)
	(Example
)


Contributions to Teaching:


Teaching Publications (texts, articles, reviews, multimedia projects software, videos):

· (List activities.)
· (List activities. Continue bullets as needed.)

Talks, Lectures, or Presentations for Peers (on campus and off campus):

· (List activities.)
· (List activities. Continue bullets as needed.)
Other Items Related to Teaching Not Included Above:

· (List activities. Continue bullets as needed.)
V. RESEARCH, SCHOLARSHIP, CREATIVE ACTIVITY


Direct Participation in Research, Scholarship, and/or Creative Activity:


Published Refereed Journal Articles, Book Chapters, and/or Creative Works:

(Date)
(International)
(Swipe this paragraph and replace with pertinent text. This paragraph is already formatted for multiple lines so you may type as much or as little as is required.) 

Published Non-Refereed Journal Articles, Book Chapters, and/or Creative Works:

(Date)
(International)
(Swipe this paragraph and replace with pertinent text. This paragraph is already formatted for multiple lines so you may type as much or as little as is required.) 

Published Single-Author or Joint-Author Books or Monographs:

(Date)
(International)
(Swipe this paragraph and replace with pertinent text. This paragraph is already formatted for multiple lines so you may type as much or as little as is required.) 

Edited Books, Collections, and/or Monographs:

(Date)
(International)
(Swipe this paragraph and replace with pertinent text. This paragraph is already formatted for multiple lines so you may type as much or as little as is required.) 

Short Published Works (Book Reviews, Encyclopedia Entries):

(Date)
(International)
(Swipe this paragraph and replace with pertinent text. This paragraph is already formatted for multiple lines so you may type as much or as little as is required.) 

Works in Progress:

· (List activities.)
· (List activities. Continue bullets as needed.)
Juried Shows, Commissioned Performances, Creative Readings, or Competitive Exhibitions in Which You Have Participated:

(Date)
(International)
(Swipe this paragraph and replace with pertinent text. This paragraph is already formatted for multiple lines so you may type as much or as little as is required.) 

Formal Presentations at Professional Meetings:

(Date)
(International)
(Swipe this paragraph and replace with pertinent text. This paragraph is already formatted for multiple lines so you may type as much or as little as is required.) 

Collaboration with Students:

· (List activities.)
· (List activities. Continue bullets as needed.)

Clinical, Practicum, Internship Supervision:

· (List activities.)
· (List activities. Continue bullets as needed.)
Thorough and Systematic Study of the Research, Scholarship, and/or Creative Activity of Others:

Books, Journal Articles, and/or Manuscripts You Have Reviewed:

· (List activities.)
· (List activities. Continue bullets as needed.)
Efforts to Obtain External and Internal Funding for Research, Scholarship, and/or Creative Activity:







Indicate Funding Agency



 


External Grants:


and Whether Funded or Not: 


Dollar Value:  

	(Example)
	(Example)
	(Example)

	(Example)
	(Example)
	(Example
)








Indicate Funding Agency



 


Internal Grants:


and Whether Funded or Not:  


Dollar Value:

	(Example)
	(Example)
	(Example)

	(Example)
	(Example)
	(Example
)



Provisional or Issued Patents Registered in Your Name:

· (List activities. Continue bullets as needed.)
Honors Received and Recognition for Research, Scholarship, Creative Activity:

Research, Scholarship, Creative Activity Awards and Honors:

(Date)
(International)
(Swipe this paragraph and replace with pertinent text. This paragraph is already formatted for multiple lines so you may type as much or as little as is required.) 

(Date)
(Swipe this paragraph and replace with pertinent text. Use this version if international, national, or regional is not pertinent.) 

National Recognition – Research, Scholarship, Creative Activity (as appropriate to college and department policies):

(Date)
National
(Swipe this paragraph and replace with pertinent text. This paragraph is already formatted for multiple lines so you may type as much or as little as is required.) 

VI. SERVICE OUTREACH

Public Service:

Extension and Outreach Activities Related to Your Field of Expertise (e.g. community workshops, invited talks to community groups, seminars, lectures, demonstrations, etc.) in Which You Have Engaged:
(Date)
(Swipe this paragraph and replace with pertinent text. Use this version if international, national, or regional is not pertinent.) 

Professional Service:

Leadership Roles in Professional Associations (e.g. elected officer, committee chairperson, conference chair, etc.):

(Date)
(International)
(Swipe this paragraph and replace with pertinent text. This paragraph is already formatted for multiple lines so you may type as much or as little as is required.) 

Recognized or Visible Service to Your Profession (e.g. serve on a regional or national committee, review grant proposals, etc.):

(Date)
(International)
(Swipe this paragraph and replace with pertinent text. This paragraph is already formatted for multiple lines so you may type as much or as little as is required.) 

Editorial Positions:

(Date)
(International)
(Swipe this paragraph and replace with pertinent text. This paragraph is already formatted for multiple lines so you may type as much or as little as is required.) 

University Service:

Department or School:

(Date)
(Swipe this paragraph and replace with pertinent text. Use this version if international, national, or regional is not pertinent.)

College:

(Date)
(Swipe this paragraph and replace with pertinent text. Use this version if international, national, or regional is not pertinent.) 

University:

(Date)
(Swipe this paragraph and replace with pertinent text. Use this version if international, national, or regional is not pertinent.) 

Other:

(Date)
(Swipe this paragraph and replace with pertinent text. Use this version if international, national, or regional is not pertinent.) 

Efforts to Obtain External and Internal Funding for Service:







Indicate Funding Agency



 


External Grants:


and Whether Funded or Not: 


Dollar Value:  

	(Example)
	(Example)
	(Example)

	(Example)
	(Example)
	(Example
)








Indicate Funding Agency



 


Internal Grants:


and Whether Funded or Not:  


Dollar Value:

	(Example)
	(Example)
	(Example)

	(Example)
	(Example)
	(Example
)


Honors Received and Recognition for Service:

Service Awards and Honors:

(Date)
(International)
(Swipe this paragraph and replace with pertinent text. This paragraph is already formatted for multiple lines so you may type as much or as little as is required.) 

National Recognition – Service (as appropriate to college and department policies):

(Date)
National
(Swipe this paragraph and replace with pertinent text. This paragraph is already formatted for multiple lines so you may type as much or as little as is required.) 

�Where possible use bulleted lists. Use rhetorical text when description is asked for or necessary.


�Throughout this template formatted, placeholder text (in parentheses) is to be replaced with the required information. Just swipe the placeholder text and type in your content being careful not to swipe anything beyond the parentheses. Anything that is outside of parentheses is to be left as is, and answered where required. When a category does not apply to you type N/A. Delete unused placeholder text. 





�Must correspond to University total.


�Choose a standard and consistent presentation for degrees. If there is a degree in progress, indicate that here. List degrees, year awarded, and institution in columns below the headings; left align with the headings as in the examples.


�PAGE \# "'Page: '#'�'"  ��If you require additional rows for more entries select the existing last row and then select from the main menu: Table>Insert>Rows below.


�PAGE \# "'Page: '#'�'"  ��List teaching experience first followed by experiences related to teaching, your discipline, your research, etc.





�PAGE \# "'Page: '#'�'"  ��If a description helps provide clarity, please provide one under "Position".


�PAGE \# "'Page: '#'�'"  ��If you require additional rows for more entries select the existing last row and then select from the main menu: Table>Insert>Rows below.


�PAGE \# "'Page: '#'�'"  ��If a description helps provide clarity, please provide one under "Position".


�PAGE \# "'Page: '#'�'"  ��If you require additional rows for more entries select the existing last row and then select from the main menu: Table>Insert>Rows below.


�Teaching includes strategies by which information is imparted so that others may learn, and may include, but is not limited to, a variety of techniques including instruction, student advising and/or mentoring, development of course materials, courseware, and innovative approaches to instruction.





�Your department chairperson will attach copies of your Faculty Workload Reports for the current Fall and preceding Spring semesters to this outline. If you wish to provide additional information concerning your teaching workload do so here. List courses by year in reverse chronological order.


�Include any special faculty status(es) and years such as Honors Faculty, Graduate Faculty


�Copies of teaching evaluations will be attached by your department chair.  Provide any additional comments or supporting data.


�Describe any formal role in advising undergraduate and/or graduate students (for example, how many advisees formally assigned). Include dates.


�This is where you would put course improvements resulting from your own development.


�Include awards for teaching such as MTSU Outstanding Teaching Award, recognition by graduating seniors, etc.


�Documentation of your intellectual development in the field, such as professional meetings, workshops, seminars, conference symposia, continuing education, etc. Include trips to museums and galleries, art trade magazines regularly read or susbscribed to.





�Whether funded or unfunded, the quality of the proposal will be stressed in the evaluation. Other factors may include the reputation of the funding source and the competition for funding.


�PAGE \# "'Page: '#'�'"  ��If you require additional rows for more entries select the existing last row and then select from the main menu: Table>Insert>Rows below.


�PAGE \# "'Page: '#'�'"  ��If you require additional rows for more entries select the existing last row and then select from the main menu: Table>Insert>Rows below.


�For example, textbooks, articles, workshops, presentations, instructional technology resources, etc. could be appropriate here or under research/scholarship/creative activity depending on the nature of the work.


�This category encompasses the studious inquiry, examination, or discovery that contributes to disciplinary and interdisciplinary bodies of knowledge and is disseminated to an appropriate audience. Research/scholarship/creative activity may include, but is not limited to, disciplinary and interdisciplinary activities that focus on the boundaries of knowledge, field-based scholarship, creative activities (e.g., film-making, performances, or other artistic creations), research in teaching and learning, and seeking grants to support such activities.





Use a standard format for citing your publications (APA, MLA, etc.).





�Where appropriate indicate International, National, Regional, or Local according to Art Dept. guidelines (available in the Art Office) for your discipline (Studio, Art History, etc.).


�Faculty collaboration with undergraduate and/or graduate students may be included here.





�List works in development, & works submitted for publication and the status of those works.


�Using Art Dept. Guidelies available from the Art Office, indicate whether activity is International, National, Regional, or Local. Include all info related to what, when, and where, as well as whether this was a juried or invitational event. Graphic Design faculty enter published design work.


�Undergraduate or graduate students formally engaged in research with you.


�Activities with a research focus go here. Instructional activities should be listed under "Community Based Learning".


�Whether funded or unfunded, the quality of the proposal will be stressed in the evaluation. Other factors may include the reputation of the funding source and the competition for funding.


�PAGE \# "'Page: '#'�'"  ��If you require additional rows for more entries select the existing last row and then select from the main menu: Table>Insert>Rows below.


�PAGE \# "'Page: '#'�'"  ��If you require additional rows for more entries select the existing last row and then select from the main menu: Table>Insert>Rows below.


�Include here not only awards and honors, but any reviews (newspapers, periodicals, books, etc.) of YOUR work; cite all pertinent info as well as whether it’s an international, national, regional, or local publication. Also include here collections you are in. 


�Summarize activities attesting to national recognition as specified in pertinent promotion/tenure documents


�As a vital component of the university’s mission, service/outreach must be performed at the same level of quality that characterizes the teaching and research/scholarship/creative activity programs. Service/Outreach encompasses a faculty member’s activities in three areas: public service, university service, and professional service.


�Public service is the university’s outreach to the community and society at large, with major emphasis on the application of knowledge for the solution of problems with which society is confronted. Public service primarily involves sharing professional expertise and should directly support the goals and mission of the university.


�Professional service refers to the work done for organizations germane to one’s discipline or to the teaching profession generally. Service to the profession includes, but is not limited to, association leadership, journal editorships, articles and grant proposal review, guest lecturing on other campuses, and other appropriate activities. While it is difficult to define the exact nature of significant professional service, clearly more is required than organizational membership and attendance; examples of significant service would be that done by an officer of a professional organization or a member of the editorial staff of a journal.


�University service refers to work other than teaching and research/scholarship/creative activity done at the department, college, and/or university level. Participation in university service is expected of every faculty member. University service includes, but is not limited to, participation on department, college and university committees. Some faculty members may accept more extensive citizenship functions, such as a leadership role in the Faculty Senate, membership on a specially appointed task force, advisor to a university-wide student organization, and/or membership on a university search committee.





�Whether funded or unfunded, the quality of the proposal will be stressed in the evaluation. Other factors may include the reputation of the funding source and the competition for funding


�PAGE \# "'Page: '#'�'"  ��If you require additional rows for more entries select the existing last row and then select from the main menu: Table>Insert>Rows below.


�PAGE \# "'Page: '#'�'"  ��If you require additional rows for more entries select the existing last row and then select from the main menu: Table>Insert>Rows below.


�Summarize activities attesting to national recognition as specified in pertinent promotion/tenure documents
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4

